* “introduced at the Business 
EM ciency Exhibition at the White 
City, London, in September last, 
the new Model 12 Dictaphone has been 
an instantaneous success. It is safe to 
say that no modern office appliance has 
received such a cordial and immediate 
welcome from the business community. 
-The Dictaphone has always been 
efficient. Hitherto, however, design 
“has admittedly lagged behind perform- 
vance. Model 12 looks as good as it is: 
it is a business assistant that even the 
most fastidious executive can be proud 


46 have on his desk. 


>. Modern conceptions of design have 
: utterly swept away the old “machine” 
appearance. The “‘stream’’ lines of the 
new Dictaphone give the same impres- 
sion as the modern aeroplane: there is 
a suggestion of speed and efficiency 
which cannot be mistaken, 


The Right Atmosphere 


„of course, would Suy a a Dicta- 


The New Dictaphone is not only more 
efficient than the old, but it is a really 
artistic production that gratifes the 
most exacting eye by its unobtrusive 
elegance. Put it on your desk and 
judge for yourself. 


Dictaphone dictation is rapidly estab- 
lishing itself in every office where 
time-saving and increased output are 
appreciated. Indeed, it could hardly 
be otherwise. 


That the typists’ output is at least 
doubled when The Dictaphone is in- 
stalled is in itself a powerful appeal to 
the man who studies economical work- 
ing. Add to this the further fact that 
The Dictaphone will save him. person- 
ally an hour every day and the appeal 
really becomes irresistible if it is fairly 
considere” and impattially judged. 


You Are The Judge 


Remember that you yourself are the 
judge. Yousare not asked to purchase 
Dictaphones until their convenience 
and economy are provgd in your own 
office, to your entire satisfaction. 


That is our job. Alb we ask is the 


opportunity and a goodwill. Put 
: elfin this way: ' 18 Dietas 


ing test — expense. | “We do o yp 
you it may save you timBand money, * 
but definitely that it will do so. TE 
does not, the loss is ours and not. y — 
Write to-day. Ask fora free copy of 
the new “Progress” portfolio: of photo. 
graphic studies which tel im ae 
form the story of Model raic. : 
Then iet us arrange a. test. 
Dictaphone ab your own. desk, Aes 
charge or obligation, — 


THE DICTAPHONE CO, LTC 
(Thomas Dixon «© Managing Director) 
KINGSWAY HOUSE, KINGSWay, 


And at Manchester, Birmingham, Glasgow, Livers 
Bristol, Leeds,  Newcastiton- Tyne and Dubl 


Pos T THIS COUPON 


THE DICTAPHMONE Ca.) Led... a ; 
Kingsway Howse, Kingnveny: t ta don, 


Fisase Send new book, sprog . 


NAM: ere eee ety 
ie 


ADDRESS... 
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IMUM PACKING COSTS 


When you send goods by LM § 
Container your packing costs 
become practically negligible, lt 
is really only a matter of carefully 
stacking the goods inside the Con- 
tainer—advice on the method of 
packing special types of goods will 
be given by L MS experts. Both 
in labour and In packing materials 
you save enormously. 






PILFERAGE 


























‘There is practically no chance of 


breakage or pilferage. As soon as 
the enamelled ware, stoves, cycles, 
paint, boots and shoes—or what- 
ever the goods may be—are packed 
in the Container, it Is taken by 
fast road vehicle to the nearest 
L M 5 depot. On arrival at its 
destination station it is delivered 
forthwith at your customer’s 
premises. An additional precau- 
tion against pilferage can be taken 
by locking the door of the Con- 
tainer and posting the key to your 
customer. 


Goods sent by L M $ Container 
arrive at your customer's exactly 
as when they left your premises— 
in perfect condition—door to door 
without any intermediate handling 
whatever. 

For full particulars about transport 
by L M S Containers you should 
get into touch with your local 
LMS Agent or write to the Chief 
Commercial Manager, Departhent 


B, Eustop Station, London, N.\¥V.1. 






























OF THE ERICSSON 
RENTAL SYSTEM. 


if you are Interested in the subject of telephone rental you'll obtain — 
some useful and enlightening Information In the special literature 
and quotations dealing with the Ericason Rental System, in which 
everything is fully explained. Boos 
Clear apeaking, efficient, foolproof, the Ericsson telephone puts 
your business on your desk~—directors, secretary, accounts, 
warehouse—all at your finger tips. eg i EEN 
ERICSSON TELEPHONES LTD, = $ 


61/13, Kingsway, London, W.C.2. Telephones: Holborn 3171j3 
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20 years’ experience in manufacturing Visible Equipment 
-more important still, 20 years’ experience devising 
systems such as :-— 


1. SALES DEPARTMENT. Customers who are not ordering 
shewn up month by month. | 


2. Works Orrice. Better. control of Stock. Coloured 
signals will indicate lines which are short stocked and on order. 


3. Leper? Sscrion. Visible Equipment provides a 40% 
quicker posting medium, insures speedier despatch of state- 
ments and shews overdue accounts “at a glance.” 

* 





Write for particulars now— 


CARTER -PARRATT Lid. 
316-323 abbey — VICT ORI A ST, od 









Paone: Victoria to 





Works: Wickford 
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Complete Journal of 
Management 
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“THE JOURNAL OF COMMERCE,” “MODERN BUSINESS,” 
“SYSTEM,” “BUSINESS ORGANISATION AND MANAGEMENT.” 
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SOFT COLLARS g 


Sold by leading HOSIERS, OUTFITTERS and STORES, and all 
AUSTIN REED shops 


a 

pas for —* ea ; US à 

gist . it ae Ask for and see you get** LUVISCA."’ There is nothing just -as -good. 

None —*2 LNS r If any difficulty in obtaining, write to Co®rtaulds Ltd. (Dept. 166M) 

g — 16, St. Martin's -le-Grand, London, E.C.1, who will send you name 
without. of nearest retailer and descriptive literature. 
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Garments madt to measure subject to 
special quotations. 
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. of controlling every transaction. 
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My UNPRODUCTIVE 
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FOR the purpose of handling multiple sets of forms requiring 

carbon copies, Egry Manifolding Registers should be em- 
ployed, as the interleaving of carbon paper is entirely eliminated. 
One turn of the handle delivers 2 to 5 clear and unalterable copies of 
the original entry ; automatically presenting a fresh set ready for 
immediate use, and retaining—in certain models—one copy ina 
locked compartment, for checking purposes. Egry Registers can 
be applied for the following purposes :— 


EG RY CAS iJ Ti L L Stores Requisitions Delivery Notes Repair Orders Cash Sales : 


: Invoicing Production Orders Purchase Orders Credit Sales 
A Cash Till which embodies the Stock Records Works Orders Internal Transfers . Receiving Records 


feature of a written itemised re- Warehouse Orders Goods Inwards Reports 
ceipt is the most secure method 





Our London factory is not only equipped for 
the manufacture of continuous stationery for 
use in our Registers, but also for the manu- 
facture of Continuou€ Roll and Interfold 
Stationery for use in Billing and Accounting 
Machines, such as Elliott-Fisher, Underwood, 
Remington, Smith Premier, Powers-Samas, 


and National Ellis. 
en Sear ape Be PRICES RANGE FROM 6 TO 43 GUINEAS 


tinuous Stationery—at O ne La 

a a mopent’s notice: «a — E G R Y LT D ° 
snaps on and off in a J— — 
second. oer — #£WARPLE WAY, ACTON, w.3 


— — Se TELEPHONES : SHEPHERD’s BusH 3377 (3 lines) 







EGRY — 
SPEED-FEED | 


The Egry Speed-Feed Attach- [-———— 
ment enables your own type- wh 
writer to be converted into | 
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Numbers (see Index on opposite page) 
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-effortless speed, and 
— on bail bearings. An exclusive i © Smith feature, 


FLOATING SMITH SHIFT. No shiftie 
The type shifts itself—nolselessly-—~on ball bearitiys 
of ordinary machines, due to the noky rebound of the 


2 tuo "CARRIAGE CLATTER,” 

* when striking capitals. 

racking “Carriage Clatter” 
carriage is eliminated. 


3 INBUILT STERLING TABULATOR, 


5 HALF-SPACING. DEVICE. 
we letter because of a misspelled word, 
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5 distinguishing features of the 
L C SMITH Ball-Bearing Typewriter 


J. BALL-BEARING CONSTRUCTION THROUGHOUT—means faster, smoother r pperation : 
i Every LC Smith typ 


more work in fess tlie, 


4 INTERCHANGEABLE PLATENS. The platens can be changed in thirty seconds, 
"+ platens available for heavy manifolding, card work, label write, stencil cutting, ete, 


Here is a feature which frequently saves cowriting an entice 


A Superior Tfpewriter—at the ptice of an ordinary one! 
| WRITERS LTD. - | — 


- MELBOURNE HOUSE - 


index and : turn to 
those announcements | 
which offer Service or 
Equipment which may 


be of use to you 


Ag standard equipment, five extra keys are supe 
plied to save the operator's time when @yping tabuler work, A great time and patience 
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Remington =; 
BOGHKEESING MACHINE 
MODEL ~« 2% 
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‘HE REMINGTON BOOKKEEPING MACHINE 
Ips to strengthen and improve your accounting 
+k by providing daily proof of accuracy of all 
“postings—keeping each ledger account and statement 
balanced to date, thus eliminating the usual rush 
t the end of each month. All additions and 
btractions are made mechanically instead of 








hê Remington Bookkeeping Machine performs 
„the following important functions— 


o h Posts customer’s Ledger account in full detail. 
| No need to take forms to another machine for 
. typing in addresses and specifications. 


2. Simultaneously makes entry to customer's 
= statement. 


2. 
fed 
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4. Proves daily that all Credit entries have been | 


REMINGTON 


ACCOUNTING . MACHINES 


100 Gracechurch St., London, E.C.3. (Tel. Monument 3333) — 







PROOF OF | 


—— ananuna ran 


A A — 


3. Proves daily that all Debit entries have been 
made correctly. 


















—— 


made correctly. 






5. Furnishes a daily Audit Record for business 
review purposes and Audit control. — 


6. Does all computation and entering with machine- 
accuracy, machine neatness and machine speed. 


We will gladly give you a demonstration at any 
time, anywhere, without obligation on your part. 
‘Phone or write for fully detailed information to — 
our head office or to any of our branches, which 
are in all principal towns. | 
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MANAGEMENT 


How We 









































a concern of this size one of the 
greatest staff problems is the se- 
of an adequate reserve of 

3 . By executives I mean 
men who are capable of running a 
main department of the firm with no 
supervision, and. the very minimum 
f direct control from the manage- 
ent. They must be able to work in 
rmony with their fellow executives, 
1d to take, as it were, the broad 
w, not the departmental one, in all 
ions affecting policy which they 
re called upon to decide. 
_ It is a major endeavour in our staff 
policy to promote to these ranks from 
within whenever possible. Indeed, 
_ during the last five years only one 
appointment has been made from out- 
: -side to fill a higher executive position. 
To carry out this policy fairly and 
effectively, we have, naturally, to 
= „exercise the greatest care in the 
- original choice of our younger em- 
~ployees. | 
AS a no deis for the prospective 
=, executive type of employee we have a 
- studentship system supervised mainly 
C bythe labour superintendent. 

The students rarely number more 
than twelve in one year. They are 

elected with the utmost care, not only 
bour superintendent, but also 
ks manager. Academic 
though given weight, 
ed with other factors, 
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l Train 
Reservists For 
ir Front-Line Executi 


Chairman & Managing Director: 





By C. W. REEVE 


this or that particular department 
taken too seriously. At sixteen or 
seventeen years of age, a boy has 
no real idea of what he wishes fo 
make of his life beyond a very vague 
tendency in some general direction. 
At this stage applicants are submitted 
to no written examination; we trust 
to the boy’s record and to the long 
experience of the labour superintend- 
ent and his assistant to pick out the 
likely fellows. 

When these young men are finally 
engaged, the course which they will 
follow is explained to them, and they 
are also told that while no guarantee 
of employment at the end of that 
course is given, it is from their ranks 





UNDERSTUDIES 


Prospective Executives start 
as ‘Students’ and graduate 
through’ the organization to 
secondary positions in specific 
departments. 
executive position is safe- 
guarded by a fully competent 
understudy ready to take im- 


9 mediate control when heeded 
desires to enter pas | lots 





Associated Equipment Co. Ltd. 


Thus every key e 
























that. the salaried executives of 
future are to be selected. 

The labour superintendent 
drafts each student to a der 
and his course begins. It co 
for two, three or four years ut 
has been through the majority” 
departments, both in the works: 
the office. ` 

During that time each stud 
required to spend a portion o 
with every section leader in the y 
to do every job under tie. cD: 
that leader, and also, for one. 
do the leader’s own work. This 
once gives the student a first fan 
working knowledge of the varous — 
departments and also an elementary _ 
knowledge of handling men, a matter 
which is essential for an executive. ae : 
understand. t 





These Reports indicate Where — 
Students’ Abilities Lie o 

During this time the Students are 
under the control of the labour super 
intendent, who arr&nges with the — 
heads of the departments concerned _ 
when drafting to another department _ 
is desired. Each section leader regu 
larly reports to the head of his de 
ment concerning the progr Ş 
apparent abilities of e 
undgr him, and at the er 
in ahy one department 
mental head sends to 
superintendent a final re 








































noting their activities, their pro- 
gress through the organization, and any 
- criticisms which they consider may 
appear to be useful. Here it should 
be mentioned that with every destruc- 
ive criticism he sends in the student 
encouraged to attach to it a construc- 
tive one. These reports are circulated 
} the managing director and the six 
chief executives, who, with him, form 
_ the Committee of Management. 
At the next managing director’s 
meeting the reports are discussed and 
_ the suggestions very carefully con- 
_. sidered. Usually it is found that there 
is: some economic or commercial reason 
why the suggestion had not been 
already adopted. his is noted, and 
the reason is given to the labour 
erintendent, whose duty it is to 
-the reason ‘why not’’ to the 
tin question. 
ugh these suggestions are rarely 
ticable and take up a good deal of 
they are a good indication of the 
ity of the students. They show, 
dition, a convincing proof of the 
1¢ of the training course, for, while 
e first six months the suggestions 
riticisms appear in shoals on every 
towards the end of the course 
y become fewer and fewer, as the 
lent begins to realize that there “ 
a good and sufficient reason for every- 
hing that is done or not done in the 
rks. It shows that he is getting a 
ore intelligent grasp of the firm’s 


a 











omotions 
| The Reports A 


n the training course is finished 





AS airpad rin: 





ging director keeps in touch 
progress of the various students | 
requiring them to submit a quarterly 


are then Based on 


= Here is the AEC. line of Executive Control. Successors to the Chief 
-= Departmental Executives are promoted from the secondary ranks below them 
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Are G g Res 
|. Add an exclusive novelty 
„feature as a “plus” sales 
value to very expensive lines 
Use the same “de luxe” 
feature to introduce cheaper 
lines to former markets, also 
to new and more popular 











































markets 

3, Manufacture smaller units at 
proportionately lower 
prices | 










Manufacture a small special 
line for the low price 
multiple shops | 


Can you apply them to 
YOUR Products ? 
ae ae eee: 






















the reports are handed to the staff con- 
troller, who deals with the appointing 
of all the salaried staff. He has before 
him a list of appointments, and he fills 
them from the students as far as 
possible, working on the analyses of the 
reports which have been made by the 
labour superintendent. 

Not all the students are appointed, 
for there are not jobs for all of them. 
Those who are not, seldom find diffi- 
culty in obtaining work, for our course 
has the reputation of being thorough 
and comprehensive. We believe that it 
is as important to turn out a good 
student as it is to turn out a good motor 
chassis, for wherever one of our ex- 
students goes, he is an ambassador for 
the company, consciously or uncon- 
sciously. 

Thus we have come to the end of the 
first balf of the career of our home- 









To-day | with the hea 
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Every Department Head Has His 
. Understudy 

Every one of the heads of the depart- 
ments has: a` personal assistant, or 
understudy, who is trained to do. the 
whole of his chief’s work when neces- 
sary. He is, in addition, the liaison 
officer between the rest of the depart- 
ment and the head, so that the head of 
the department may keep his time free 
for matters other than routine. These 
assistants are chosen carefully by the 
head of the department concerned, in 
consultation with the staff controller 
and the managing director. They have 
tangible evidence to work on in the 
form of the semi-annual reports which 
are made by the head of the depart- 
ment on every one of his lesser execu- 
tives when the questions of promotion 
and increases of salary come up. 

It is an accepted fact that the first ~ 
assistant to the head of a department 
steps into his chief's shoes whenever it 
is necessary. He is frequently required... 
to attend the conferences of the manag- _ 
ing director and chief executives, and to 






present. Men are not infallible, and... 
they cannot last for ever; this is kept — 
in mind in the choice of these first. 
assistants. They are going through the _ 
last stages of the transformation from 
the raw student to the competent and 


reliable executive. 
The Reserve Line Man Now Steps - 
Ahead - | 

Hence, when it comes to the question 
of finding a man capable of filling the 
post of department head, capable of | 
carrying the whole responsibility of one 
phase of the production, we have not 
a great deal of difficulty; the man is 
usually there waiting for us, ready to 
move at a moment’s notice from the 
first assistant’s desk to the chief’s desk, 
and take the reins smoothly, without 
upsetting the rest of the team. 

The last but not the least factor in 
our successful search for the best 
possible brains in our concern is this: it 
is well known that. salaries paid are 
commensurate with the responsibilities 
which our executives have to shoulder. 
We find that the policy -of adequate 
remuneration is definitely one of the 
best incentives to wholehearted work; 
it sharpens the competition among our 
young men, and brings out the very 
best that is in them, 

What may appear to be elaborate pre- 
cautions which are made before a man 
becomes a high executive in the Com-- 
pany are necessary, for, whil@ it is easy 
to get new and efficient machinery at 
very short notice, it is far from easy to 
find fresh and reliable men at short ` 











"notice unless one has a special reserve 


‘draw on, These ex-students are our 
reserve... wo. 





















‘na recent issue of Business we asked 
these six questions. They are im- 
portant points calling for considera- 

tion by the management of all progres- 

oncerns engaged in manufacture. 
` This is how the production director of 

3 a = large radio manufacturing concern 
answers. them: : 





At what — in production 
do the greatest wastes occur ? 


Ase find that the greatest waste tends 
"V to occur in the design stages, Our 
: ade is seasonal; consequently, to keep 
abreast of changes in fashion and scien- 
“tific advancement, our products are 
| annually redesigned. 

‘When preliminary models are ap- 
proved by the sales department we 
translate the designs into working draw- 

ings for actual bulk manufacture. These 
drawings must be ready in time to order 
materials and manufacture tools for the 
factory to begin production at a pre- 
determined date. There is thus much 
work for the drawing office, and unless 
the most careful attention is given to 
economical designing at this stage, un- 
due waste in manufacture must inevit- 
ably occur. 

The saving of split seconds in pro- 
duction times by careful selection of 
machines and methods comes more or 
less as second nature to the experienced 
designer, but these advantages can be 
‘more than offset unless economy in 
material usage is examined from the 
-same analytical viewpoint. We there- 
fore make it a rule that every drawing, 
s ina ‘addition to showing the quantity of 
a tired to produce a thou- 
ts, shall also reveal the 
of material which may 
in the process. 
ïs system, every 
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tries to show the least possible 
scrap percentage on every draw- 
ing for which he is responsible. H 
the design is right, production will 
look after itself. 


+ 
2. Have you any special methods 


for keeping attention focused 
on waste at these points? 


T question is broadiy answered 
under No. 1, for the system in the 
drawing office definitely promotes and 
encourages economical design. In addi- 
tion, however, we make every shop fore- 
man responsible for checking the mat- 
erial allowance on the first manufactur- 
ing lot of every job produced in his 
department. If the allowance is too 
great, a statement to this effect is made 
on a special form, and this is passed for 
immediate attention in the drawing 
office, 

A staff of experienced engineers con- 
tinually further examine processes and 
methods at all stages of manufacture, 
with the result that the quality of de- 
signing, for economical manufacture, 
tends always to improve. 


+ 


3, How do you decide optimum 
output for machines and 
operators ? 


Or output for machines and 
operators is calculated on the 
machine output capacity on a straight 
daywork basis. Overtime or night- 
shift work increases labour costs and 
is therefore only resorted to in cases 
of absolute necessity. Often it is found 
that economical output can be obtained 
by purchasing new plant to increase 
machine capacity, rather than by work- 
ing exa time, and this possibility is 
always investigated before adopting the 
latter alternative. 

In the case of hand operators, opti- 
mum output ds governed by the maxi- 
mum number of operatives that can 
be accommodated on day-work, con- 
sistent of course with the available floor 
space and facilities. Here, again, the 
working of extra time f only under- 
taken, after carefully examine the 


draughts- @costs of providing the additional facili- 
x looks to his laurels and ties. 


+ 





answered by 
large firm 
radio constructors- 
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4, How do you decide when new 
machines may be profitably 
introduced tò supplant old 
ones? 

O= purchasing of a new machine Imo 

variably k on whet : 












me a, fens 
in ext geet * 






— — up a ca: 
ment, we se ct a i defa 


this stage we: als — sa — TE 
points: | 

(17 Can we keep the 1 machin 
occupied throughout 

{2} Can the phar eae nachi ne oF 
machines be operated on other — 
useful work? | 

(3) Is delivery of the machine sm- — 
ciently prompt to enable us to — 
reap full benefit on the bulk o 
the year's output? 

(4) Is there a possibility of the jobs - 
selected for the machine being 
standardized for use on future 
designs? | 

If the result of investigations on ‘these 2 

points is satisfactgry the machine is 
purchased, At no time do we expend — 
capital on new plant withogt definitely 
assuring ourselveS that the outlay will 
be fully recovered. 


z 


+ 


What wage payment or in- 
centive systems do you find 
are giving the best results at 
the present time ? 


N inety per cent of our operative 
paid a flat rate per ho 
bonus eae quantity allied: 
Rejected work is d $ 
operater's output fig ares, ‘and 
(Continued on page 38) 

















We Shall Begin 





Mass Production 


























| Te year 1934 

will be the 
most important 
year in the life 
of this firm since 
; its inception. We 
always consider 
.that the state of 
“our trade, which 


is the making 
‘of advertising 


signs, is an in- 
dication of the 
state of trade in 
general, for as 
: soon as _ people 


3 — ‘out down their advertising 
ite wrongly), and as soon as there 
re signs of a revival they rush to place 
ontracts for advertising to help it on. 
practice is almost invariable. 
ards the end of November, last 
‘this firm secured the largest order 
the. whole of its history, with the 
pility of a repeat order if the first 
É completed within the scheduled time. 
, #iitherto, we have existed on day-to- 
"day business, and while we have con- 
-= sistently had the newest methods of 
- proguction, for a business which was 
already nation-wide, we could not say 
| justly that we were in the realms of 
ee mass-production, 
With this order we have now deñ- 
— mitely entered those realms. It is a 
most gratifying situation for any firm 
te be in. To cope with it, radical 
changes have to, be made. They are in 
progress at the’ present moment. An 
extra kiln is being installed, for in- 
stance, and the plant is being reorgan- 
ized to ensure a morë speedy and easy 
— flow of production. 
The fact that ¢hese changes are being 
made will mean that our potential out- 
put will be larger, so also will be our 
wages bill. 
SMe have, as I mentioned above, —* 
~- tained one huge order, with the possi- 
_ bility of a second one, but in order to 
progress in the new conditions of work- 
ing we shall concentrate on securing 
: mdi business to absorb this increased 
: output. This can be done where mass 
production i is the order of the day, with- 
mt too much h difficulty. 














is now possible 


— Chairman: The Brilliant Sign Co. Ltd. 


From now henceforth, we aim to 
build up a steadily-rising sales curve, 
knowing that to whatever state we 
build it, we have in our new production 
arrangements every means to supply 
the increasing demand. 

It is not easy to break into a new 
field, but we believe that with the sales 
organization which has been built up 
here we shall be successful. 

One of the important constituents of 











our business is an advisory service 
which considers carefully every indi- 
vidual inquiry, giving attention to local 
needs and peculiarities. Accurate fore- 
casting of the cost of our installations 
gives confidence to prospective custo- 
mers who may be hesitant about the 
initial expense. We consider this ‘‘ser- 
vice” assistance to customers and pro- 
spects an important adjunct to any 
manufacturing and selling concern. 
During 1934 we also expect to enlarge. 
our sales staff and to put into effect a 
great drive for new business. The ex- 
pense of this will not be light, but we 
are taking the long view and regard it 
as an essential investment to develop- 
ment. We have in the past consoli- 
dated our position so as to be ready for- 
the psychological moment for. branching | 
out. With 1934 this omen has - 
arrived, ee 








Revolutionary 


Improvement 
By C. W. BRETT, M.I.W.E. 


in Product _ 


Managing Director: Barimar Ltd. 


P cople who manufacture and sell any 
product must continuously improve 
their offers, make better and better 
value for money, if they would make 
their business progress. 

In this year just beginning we are 
now able to offer to our customers one 
of the greatest improvements made 
since the introduction of welding itself. 
Long and tedi- 
ous research by 
our laboratory 
staff has pro- 
duced the new. 
Barimar Quick, 
Low Tempera- 
ture Welding 
process. ' 

Without going pas 
into technical gii 
details, let me} | 
say that Sy M 
this method the 
welding of metal 





business ? 
stimulation of the former. destructive 
heat, we are able entirely to remove 
a major risk that at one time — 
every welding job we carried out: 

the danger of distortion in the etl 
of the parts. operated upon. 
danger, of course, was not always a 
serious one, but it was always present, 
and was greater in the larger and more 
complicated jobs than in the smaller 
Ones. 


without generation of the enormous heat 
which was inseparable from previous 
processes. 
the significance of this achievement. 


Engineers will appreciate 


What does this mean to our future 
It means that, with the 


This 


The removal of this risk means (1) 


Lower. costs and less liability . to our- 
selves; (2) Quicker work in ofr factory, 
as the new process also eliminates the _ 
= need for the subsequent machining of ` 
parts, except for the removal of sur- 


iring material; (3) We can. k 


: undertake a v wider ——— of work than — 








formerly, as now we can undertake 
more intricate repairs to castings than 
we could previously tackle; (4) We can 
give quicker service and guarantee even 
greater satisfaction to the customers. 
It is a peculiar feature of our business 
that speed is generally essential. When- 


ever. we receive a job it means that - 


somebody’s machinery has broken 
down; somebody is in a desperate 
hurry to have the repair made and 
the machinery, whether a motor-car or 
plant of some sort, back in service 

We have always organized our routine 










5 so that the degree of urgency 
‘tly observed. Every energy 













































Have you some new product, 
new selling point, better 
service — a new and better 
SOMETHING — with which to 
expand your business in 1934? 








was concentrated upon pushing through 
the most urgent work at really express 
© speed. Special methods of follow-ups 
=. were designed to ensure this. 
Our new process means that we can 
ww speed up every job, as well as 
pe of work which we can 
undertake It means that broken 

machinery will be idle for a shorter 
time; customers will be able to have 
their guaranteed repairs returned more 
promptly. This will reduce their losses. 

In 1934 we shall therefore be able 
to start with a wonderfully improved 
service to offer. We shall use special 
publicity with which to bring this im- 
provement to the notice of trade and 
private users. We are confidently look- 
ing forward to this month starting what 
will prove for us to be a record year. 

I might emphasize the point of pub- 
licity.. A highly specialized service such 
as ours is not the easiest of things to 
sell. When a trade or a private user 
needs a welding job, he needs it, as I 
say, in a hurry. Unless, therefore, the 
publicity, in addition to announcing the 
service, continuously advises users ex- 
actly kow to send their repairs to us, 
it is possible sometimes for undue delay 
to occur. 

This. year, therefore, with our new 
process in use, we shall endeavour to 
<o mä sier still for users of all kinds 
tot antage of our service and for 
the increased speed which 

ed-up production makes pos- 








ty to watch every, step of every 







om 


4 have always made it a per- 





particularly urgent job through the 
works and to ensure that it is com- 
pleted, tested and delivered back into 
the customer’s hands in the minimum 
of time. I shall, of course, continue 
to do this. But the fact that the whole 
routine of our operations will, from 





By W. T. NORMAN 


Managing Director: W. T. Norman, Ltd. 


\A/e are retail furnishers. One of our 

Y Y chief aims, as a business builder in 
1934, will be to secure the co-operation 
of the manufacturers, in return for 
which we shall be able to place with 
him still more orders. 

It has been our experience in past 
years that the larger manufacturers 
have not given first-class service to the 
smaller trader. The retailer has not, 
therefore, been able to give to his own 
customers the business-building service 
he would like. Our 1934 plan to get 
such service and co-operation from the 
manufacturer as will enable us to pass 
it on, is as follows: 

We have carefully checked our re- 
cords of purchases during 1933 and 
noted the time taken from receipt 
of order by the manufacturer to the 
date of deliveries to our store. Results 
show that: 

70% of manufacturers took 10-14 days 



























— 
oe 


For 50 years the 
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London dèpot of L. & C. Harden 
— factory in Czec 


tribution and lo 


y inform customers o 
of the managing 





know that the head of a concern is act 
ively interested in their business. Eo 
consider it a valuable factor of good- 
will, a point which is even more im- 
portant when selling a service than 
when selling an ordinary product. 
Meanwhile, our research stall never 
rests. They will be continuously on the 
job, searching for still better processes 
and service which we can sell. E 
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Securing Better 
Service from Supplie 
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dding and soft 


By budgeting 

















been able to place tentati 


have secured the coopera 
manufacturers and a gt 
maximum. of 48-hour delivery. 
ing specials. l o 
We have also planned to increasæour — 
— (Continued overleaf) 
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customer for the past sup- 





° ing the. 
port, and stressing ene main point: 
During the past year every article 
_ has been sold under a guarantee of 
satisfaction. Therefore, every cus- 
tomer will be asked to state can- 
-.... didly Yes or No if he has been com- 
pletely satisfied with his purchase 
and our service, and invited, if not, 
to return his purchase, for which 
= he will receive a new article or a 
full cash refund. This will cement 
the feeling of personal interest and 
_ Create confidence for the coming 
year. The same guarantee will be 
-extended during 1934, and in addi- 
tion a further guarantee of immedi- 
ate delivery will be added. 
2, A new service of sale or return on 
-can appro, basis will be inaugurated. 
Any article or suite of furniture will 
be delivered to the customer’s 
house in order that she may see 
the actual effect in the house sur- 
-= roundings before she finally decides 
to purchase. We have proved that 
the small cost to ourselves in this 
ay is more than repaid, as we 
ake 90% sales and a satisfied cus- 
mer; moreover, in any case, de- 
ry has to be made, so we are 
really doing no extra work. | 
A great part of our business is on hire 
hase lines. Hitherto our bad debts 
1 this department have been under 1%. 
-This year we are intensifying our efforts 
to get even below this figure. 
t would take a complete article to 
cribe exactly how we shall do this, 
1. brief I might explain that a basis 
essful hire purchase trading is to 
v the selection of goods, so that 
tomers buy what really suits their 
ds and so are satisfied with the geal. 
to meet the customer generously 
| promptly, in the case of any fault 
-e Geveloping @fter purchase. We have 
- found that nothing more quickly causes 
a customer to drop instalment pay- 
mers than an imaginary complaint 
-cabout the goods or the service which 
is not met reasonably by the supplier. 
- Daring 1934 we shall be even more 
-= careful about the collection of our in- 
. stalments.. We find that customers do 
not lapse without a reason. We plan, 
by personal investigation, to discover 
those reasons and to assist as much as 
possible in overcomiag them. We shall 
ooo bear in mind, and act upon, two im- 
< = portant maxims: (1) It is better to lose 
an order than to lose the goods; (2) It 
is continued payment which we want 
to get from the Customer, and not the 
returned goods. 



































eceive a New Year's Greeting | 
Of a personal letter, thank- — 





Two Ways of 
Doing Everything 


t is said that one of the most successful 
business men of our times always in- 
sisted that there should be two ways of 
doing everything. In his business this 
rule was raised to the status of a law. 


Was a certain mechanical device de- 
sirable? Then there must be, not one 
method of producing it, but two. Was 
there only one raw material available 
for making a product? Then every 
executive in the company would be 
made unhappy until a second was 
found. This policy enabled the organi- 
zation to get out of many a difficulty; 
and the extra way of doing a thing 
always kept it well ahead of the field. 


It seems to me there is no reason why 
this policy should be restricted to the 
field of production. Could not all of 
us adopt it, in our respective activities? 
A salesman, even a successful one, 
should develop more than one standard 
presentation; the solicitor or politician 
should always be prepared with a work- 
able alternative. Certainly the business 
man should have available two methods 
of reaching his market: two plans for 
attacking every important problem. 


- 


How “Old” is 
Your Company ? 


Some ingenious statistician has re- 

cently computed the “age” of cities 
in a new and somewhat startling 
fashion. His figures are based on the 
average age of the city’s inhabitants. 


Thus, Rome, that great old city with 
its famous ruins of another civilization, 
becomes one of the “youngest” cities 
because so many of its a@tizens are 
young. On the other hane 0s 
Angeles, a city that has graced” the 
coast of California for only a few de- 
cades, is rated on this new scale as one 
of the ‘‘oldest’’ cities in the world. 

I do not know how much value this 
ingenious way of measuring the age of 
cities may have for archeologists or his- 
torians, but it suggests that individual 
business orgarizations might be sub- 
jected tò the same measurement—~with 


results that are equally startling and Saway at it methodically, 


much more significant. How “old” is 
your company? 


oo, 


By ROBERT R. UPDEGRAFF 





Who Does 
Your Worrying? 


A business acquaintance of mine, who 

has many problems of varying im- 
portance to keep on his mind, told me 
the other day that one of the most help- 
ful things his assistants can do for him 
is to take over his worrying. 

Of course I asked him what he meant, 
and he explained that certain of his 
duties recur regularly. He cannot afford 
to carry these incidental tasks on his 
mind all the time—yet they must not _ 
be neglected. One of his assistants, 
therefore, becomes responsible for such — 
tasks, “worrying” about them, doing — 
some of the preliminary work, and — 
bringing the subjects up at the right 
time. In this way this man is able tọ 
spend only a few minutes on a job 
that would otherwise require hours of 
“worrying’’. 








Never Lost a 
Campaign 


O f General William Tecumseh Sher- 

man, whose famous march from 
Atlanta to the sea brought victory to the 
Northern cause in the Civil War in the 
United States, a biographer says: “He 
never clearly won a battle, nor ever | 
failed to win a campaign.” 

It seems to me that in business we 
place too much emphasis on and set too 
much store by the day-to-day battles, 
and depend too little on carefully 
planned campaigns. 

General Sherman won his campaigns, 
not by head-on battles; that was too 
destructive of man-power and too costly 
in terms of munitions. Instead, he 
studied how to outmanceuvre his adver- 
saries. He formulated bold campaigns 
involving long marches, and executed 
them methodically. In the end, he won 
every Campaign. Such battles as he did 
fight were inconclusive, but that did 
not matter; they were also relatively 
inconsequential. to the campaign. 

The business man who lays out a sales 
campaign, a campaign of research, a 
campaign of product improverfient, may 
find that in the day-to-day operation he 
may be disappointed. But if his cam- 
paign is sound, and he keeps pegging 
} he will, like 
General Sherman, outflank his com- 
petitors and win the victory. 7 
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The 


KEY to TRADE 
for 1934 is. 
EXPORTS 





| year ago, when general opinion 
A was still pessimistic and harping 

upon the continuing slump and 

bleak outlook, we were emphasizing 
month after month the encouraging 
features and the indication of a trade 
upturn. 
_ Now when the general Press is feed- 
ing its readers with the evidence of 
improved trade activity and revived 
domestic business, it is time for us to 
stress the significance of a hitherto 
unnoted point: 

Our internal production is in- 

creasing. Because of this our 
imports are increasing, as we 
must import more raw materials 
to produce the increased output. 
For we produce very few of our 
own raw materials in the British 
Isles. 
_ But to balance these increased 
imports of raw material we must 
increase our exports. In other 
words, as our domestic consump- 
tion increases we have got to 
increase our exports in order to 
pay for our greater imports of raw 
materials. If we don’t, then our 
trade will again become unbalanced, 
our imports will become propor- 
tionately too large, and our domes- 
tic activity will again fall away. 

Consequently, it is essential for the 
prosperity of British business that our 
expansion in exports keep pace to a 
certain extent with our expansion in 
internal consumption. Carried to ex- 
treme, the overdoing of production for 
internal consumption would smother 
trade revival by compelling us to import 
more than our exports would pay for. 

That is why we have been more 
encouraged by the increase in our 
exports during the past year than by 
any ofhey one feature. For increased 
exports not only mean more employ- 


ment in themselves, but every pound 





¿Of increased exports enables us to 
increase our production for internal 


consumption by several pounds. 


* 
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Why Exports 

Are Vital 

|t is in the export field that the big 
trade fight is going to take place. 

Japan, with her low production costs 
and depreciated currency is pushing 
forward, America’s under-valued dollar 
is enabling her to increase her exports. 
Germany is pressing hard to sell more 
goods abroad because she needs an 
export surplus to pay the interest on 
her external debts. And wé in turn 
must increase our exports in order to 
buy and import more raw materials. 

In November our exports of manu- 
factured goods increased by more than 
three million over a year ago and by 
a small percentage over last month. 
That increase it is most vital for us to 
continue. 

And it can be continued. But to do 
so requires the conscious and special 
effort of every British manufacturer 
who can by any stretch sell part of his 
production overseas. It will help his 
business directly in two ways: first by 
increasing his turnover: and second by 
enhancing the general prosperity and so 
giving him in turn a better home 
market as well. And it is a patriotic 


mamia 


Exports in November 1933 (the 
last figure available) were £34 
Millions over November, 1932— 
by this not enough. Business 
men must push this figure con- 
tinuously, to an even higher level 














duty as well, because only by | 
our exports, as we have saj 
we make to continue the pr sen 










in our trade. — 
imports at once reveals hy Acs 

it is easiest for us as int 
facturers to increase our 6ver 
Since the low record of- 


The point is obvious: look for erders.. 
especially in the Dominions, Colonies, 
the Scandinavian countries, and those 
countries with which the Government 
arranges trade agreements. In these. 
places the best chances for business lie. 

The country’s exports are simply the 

sum of the foreign orders. secured Dy 
home manufacturers, The only way we 
can increase our exports is for indi- 
vidual manufacturers to get more orders. 
abroad. For every manufacturer. to. 
seek all possible foreign business is 
therefore more than. a. chance for im 
creased turnover and profits: it will, in 
the end, improve his home Markets as 
well. In brief, to increase our home 
markets we must increase our foreign 
trade. | 

Again this monte all the trade 

indices show a continuarice of the 

upward growth of business activity in 
ethe United Kingdom. Exports are up 
by £3,000,000 on a year ago; a larger 
imports, Provin 
up by a larger pe 
than any mont 
ever? line increa: 































ht Prospects | | 
it Home ee 

“T’he basic productive industries sho 

* a welcome activity.. A contract to 
deliver a large quantity of coal to a 
_ foreign railway company during 1934 
has been received in South Wales. The 
- home consumption of coal has also 
_ increased. The November output of 


of alletypes shows a definite improve- 
ment. Birmingham motor manufac- 
t@rers are behind delivery. More cars 
have been exported in 1933 than in 
1932. On the Clyde shipbuilding is 
more active than it has been for a very 


HERE IS THE SITUATION THIS MONTH 









UNEMPLOYMENT 
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Number of Insured Persons employed 


London District: Trade 
in this area b brisk 












PERCENTAGE Throughout greater Lon- 
OF UNEISFLOY Eo don there is a — 
| drop in the unemploy- 

On ia ment figures, Though 
some proportion of this 
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drop is due to seasonal 
work, much of it is due 
to more permanent em- 
ployment. The general 
feeling is that trade is on 
the threshold of a much 
better year than 1933. 


E. & $. E. Districts: On 
the whole there has been 
little change here. The 
condition of agriculture is 
much as it was two 
months age. The sotora 
east coast opened well, 
but the subsequent catches 
not come up to ex- 
pectations. Otherwise the 
— oe _ Safisiactory, 
and g prices were o 
tained, 
Midlands: This region is 
one of the busiest in the 


country. The motor 
manufac industry is 
working at full pressure, 


The Wolverhampton 
machine tools trade and 
the Birmingham small. 


W. & S. W Districts: 
Good contracts for foreign 
——— coal for delivery 
through 1934 have been re- 
ceived. The steel industry 
is working at 85% capac- 
ty; and unemployment 
has de on the 
figures of a month ago 
and on those of a year ago. 


y ink — Trade is 
in the West Riding, 
Many woollen manufactur- 
ers are working overtime; 
and there is some short- 
age of — — In- 
creased activi th in 
the Coal and Iron and 
Steel trades is reported. 
Trade in Newcastle and 
the district round has 
taken a step forward. 


N.W. Districts: The posi- 
tion of the Cotton indus- 
i has improved some- 
what, though the Ameri 
can situation has caused 
a good dead of uncertainty 
en the part of tors. 
apanese com is 
also a serions handicap 
te the improvement of the 
cashire trade, 
Scotland: Clyde ship- 
building has improved on 
the Clyde, there is a 
fair demand both in the 
west and in the east for 
coal, Pits are well em- 
ployed. A moderate 
Sa ha ents 
coming to the Dundee jute 
trade, while in Fifeshire 
the demand for linen is 
fair, though there is little 
disposition to contracts 
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years; spinners are behind with their 
deliveries for which manufacturers are 
pressing. 

Prices of raw materials are the same 
as in October—3.7% above a year ago. 
The cost of living shows no change com- 
pared with a year ago, which shows 
that our production costs are being held 
down. 


Why Unemployment 
Will Fluctuate 


U nemployment shows a decrease of 
18,000 on the month and nearly 
600,000 since November of last year. 
Unemployment has decreased almost 
everywhere and in every trade through- _ 
out the country, and certainly in every 
large town, et £ 
The figures for December will prob- _ 
ably show a further increase because of 
Christmas seasonal employment. Butin 
this connection it should be pointed out 
that January employment figures will — 
probably show a drop for the first time 


in a year—expectedly and naturally so, ` 


for January sees the sagging reaction. 
from the December seasonal activity. 
Every January for the last three years 
has shown a fall in employment com- 
pared with December and then a rise 
again in February. 

The Treasury returns show a con- 
tinuous improvement on last year. The 
total balance is {61,000,000 better than 
last year, and an official pronouncement 
is now made that the year will show a 
surplus—which should lead to a reduc- 
tion in taxation next year. Cable traffic 
has shown an increase over the last four 
months, at a faster rate than the same 
months a year ago. Railway traffics 
which were down the first six months of 
this year as compared with last, show 
progressive increases in the last six 
months. 


The Empire : 


Increased Activity 
A parallel improvement is taking place 

throughout the Empire. Australia 
will have a Government surplus for the 
first time in many years; she is getting 
a higher price for her exports, pays less 
overseas interest, and consequently 
imports more goods. Imports of British 
goods into India for the last six months’ 
period have increased on nearly every 
item, while our trade with Canada is 
increasing steadily. | 


U.S.A. Situation 
Not Improved 


he American situation is ‘‘as we” 


* 
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Hoos 


a! were”. There exists the same prob- 


lematical outlook, the same enco uraging = 
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Here was steel, a basic raw material ; 
the market for it was depressed. 
A sales promotion plan was devised 
to increase business; this article 
relates the investigations on which 
the successful campaign was based 


,, —— —— —— —— 





“gals promotion' is a term which 7 
ras not been much used in the 
Leavy industries, where, indeed, 


there nas been small effort, in general, 
to sel. The selling organizations of 
these industries have chiefly devoted 
thems lves to securing such orders as 
were on offer, rather than to creating 
a demand where little demand exists. 

As i see it, sales promotion in the 
heavy industries comprises planned 
campaigns of selling, employing at 
one tine the several forces of the sell- 
wg or sanization in a combined and in- 
tellige tly directed manner. 

The emphasis is on the word 
“planned’’. 

This is how we do it. Details differ 
according to the product (which may 
range from umbrella frames to heavy 
forginjs weighing 50 or 60 tons), but the 
essent als remain the same. 





How The Product is Thoroughly 
Investigated 

The first thing we do is to conduct 
an investigation into the product we 
have to sell®et us say 
The research departments, technical 
men, netallurgists, and various experts 
are inverviewed and asked leading ques- 
tions until we have gained from them 
all th: data necessary to enable us We 
answer definitely a list of such ques- 
tions iis: ee ae 

1. How is the steel made? 


2. What special precautions are taken F 


it reduce the * 
labour or other costs 


Though The Market Was 





One of the ‘Depressed’ 
By FRANK ROWLINSON 


A rtint AAEE A piim TAE —— —— — — 


a special steel, 


Sales Promotion Manager, the United Steel Companies, Ltd., 


and Associated Cquaman 


5. How does it improve his 
‘product? ; 

6. How long does it last? 

7. Will it enable him to dis- 
pense with machines, or 
produce more with the 

8. Are there any special snags 
or precautions to be taken 
by the customer to avoid 
troublesome mistakes or 





,_ We do not rest till we have all this 
information, and then we write it down. 


Now We Can Turn To 

The Market 
Knowing this about the product, we 
can turn to the market. 


call it by any such high-sounding title. 
We now enlist the aid of the outside sell- 


ing staff, and we answer these questions © 


x. What firms in the British Isles are 
engaged in the industries using the 
product? 

This isn’t always easy to answer. We 
gather our information from all possible 
sources, especially these :— 

(a) Local representatives. 

(b) Advertisements in the. technical 
Press——usually a very. valuable 
source of live information. 

{c) Exhibition catalogues of which we 
make a collection for years past. 

(d) Directories—as a last resource. 

These names are selectively tabbed on 
addressing machine plates, and form 
the mailing list. 

2: What is the trade demand for the 
product? * 

This involves an investigaj@on of 
specific uses both as to quality “and 


quantity, Blue books, the census of 


production, local information, are all 
useful here. 








les 





we w 


a market research, except that we don’t 


clu 


works, ete. oo 
The campaign is now printed and _ 
bound, and a copy sent to every single 
person concerned. , — 
At ‘zero hour” we start our shooting _ 
-direct mail or circular letters—to the _ 
carefully chosen list of consumers 
arrived at during market investigation. 
At about the same time the journal . 
advertising begins to appear in the _ 
technical Press, together with editorial _ 


special training of representatives at the 


articles; 
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se, issue “their report, 
raphs of sales prior to, during a 
— ‘ollowing the campaign—and turn their 
ie attention to the next! . * 


| Result: : Years of Depression 
a Are Defeated 
— And the results? Early days yet to 
say much about the method of selling; 
<o but during the last four years we have 
— than doubled our sales. of. alloy 
oa pe on a contin, ally de- 















IMPROVED THIS 





— - fica. of opticians has a system of 





X following up their customers. Custo- 


-~ X mers are invited to visit one of the 


branches every three months and have 


_ their spectacles overhauled free of charge. 


When they do not accept this invitation, 


oa. series of letters is sent, and „with each 


etter i is enclosed an eyeg 
read, for follow-up letters with which a 
gift is enclosed are notably rare. Further, 
Lo any possibility of annoyance on 





| the addressee, for the innate 
wankind is satisfied. by a gift, 
; it is — 
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Hillman Mina cars, —— 
ona fleet basis. By f 
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J Mech. E., 


Director, Glaxo Department, Joseph Nathan & Co., Ltd. 


veral schema for the replacement 
| of representatives’ cars have been 


— On ‘1 gallon 
Garage, per 





purchasing a large | 2 | 
number of cars. we. 
get them ata price. below. list, with the 


option of turning in the car at the end 
of one year and getting a new one in 


its place, at an agreed | charge for de- 


preciation. This is subject to the car 
having run. fewer than 20,000 miles the 


year. 
Thus, we are able to budget for de- 


preciatione charges and running ex- 
‘pensea, The table shows how we esti- 


matte running costs and on what basis 
we work. =- 
Firstly, the basis is. that the average g 


yearly —— covered by a representa" : 
eles VS he peice of is ——— 0 






tried by this firm, with varying — 
3 -The last one, whereby cars 
ta Were exchanged for new ones every 
ae three years, proved — — * 


Washing and cleaning " p 
Greasing, decarbonizing, “minor repairs and zep! cements 


or the entativs elects to use a 


brand cheaper than 1s. 5d., be is in no 
penalized. The cheaper petrols are 
idom used, for we find that to give a 
representa e a new car makes him 
“ear and anxious to keep its 
ficie high as possible. 
e insurance covers all 
y representative, his wife 
ed member of his family 
. This item is included 
ed cost, because, as just 
veller is allowed to regard 








amount allowed for 
aris not high, for most 
sentatives have garages 
beir homes. Nor is the 
_washing and cleaning 
k we are not unreason- 
ng that a representative 
a good car will be pre- 
ertain amount of clean- 
is allowed to use that 
ss hours. 

owance for tyres. This 
car is new when the 


AL REPLACEMENT 


ting replaced every twelve 


a & op 


EO 2 


representativo Teccives it, and ba 
13,000 miles is a reasonable life for 
‘a set of tyres. 

The traveller receives his car allow- 
ance. in advance, ant submits to the 
head office a monthly speedometer 
reading. No account is taken by the 
firm of private use unid®s the repre- 
sentative’s car mileage exceeds 13,000 
per annum. 

The representativ efs own estimate of 
private usage: ds accepted without ques- 
tion, i 

_ This scheme is generous, and because 
at will attain its object. 
the cars will be main- 
ighest point possible; 
er delays on the road; 
be covered, thor- 
firm will be comfort- 
o business is slipping 
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Ir this system of store management the stock cards 
(example above e) give ata glance the complete history 

elow: Note the arrangement of steel 
inelviag which permits free air circulation all round 


o any item. 


var 14,000 lines, and, in very many 
O cases, thousands of each item 

stacked in nine miles of modern 
steel bins, constitutes the Central Store 
of The General Electric Co., Ltd., at 
Witton, Birmingham, probably the 
largest of its kind in the British Empire. 
Yet, in this vast warehouse, any item 
le found and withdrawn by ethe 
S stock keepers within two minutes of 
receipt of thesorder. Such is the effect 
of the carefully thought out system 
used in the management of the store. 
It is, moreover, a system which pre- 
vent: pilfering, except in the case of 
very wide collusion, and one which 
links up admirably with the other 
smaler stores which are scattered 
throughout the length and breadth of 
the country and overseas. 

The purpose of this store is to hold 
large stocks of all lines for immediate 
dispitch against ordeys from the branch 
stores; it does not handle actual custo- 
mers’ orders. 


The Store is Designed for 
5 traight Line Flow 


The general layout of the store can 
be seen from the illustration: 
very large, one-storey building, designed 
especially for the purpose, and the floor 
lev :] is roughly four feet above the road 
to facilitate the unloading and loading 
of vehicles. The main corridors, lpng, 
stright and ten feet wide, provid for 
ease of supervision by the keymen of 
the organization, and also for ease ot 


Stores Controller; The General Electric Co. Led. 


transport, for there is 
not a single unneces- 
sary corner. The possi- 


bilities of harbouring 
dust are reduced to 


a minimum, for none of the stacks 
of bins rest directly on the floor; 
each is raised a few inches so that 
cleaning is easy, and proper ventilating 
is secured by a free air passage through- 
out the building. This ensures the 
goods against deterioration and frees 
the building from that smell of stagnant 
air which so often pervades large stores, 
to the detriment of the health and 
therefore of the efficiency of the 
workers. 

All material has a one-way flow; it 
comes in at one end of the building 
and goes out at the other. 

All material entering the building 
(and it comes from the many works of 
the Company throughout the country) 
passes through the receiving depart- 
ment, where it is carefully checked. 

The receiving clerk alone holds the 
advice note, so the checker has no 
knowledge of the quantities being de- 
livered. The checker enters in a book 
details of the material received, and 
subsequently these particu are com- 
pared by the receiving clerk with the 
advice note. This system imme@iately 
reveals any inaccuracy in the consign- 
ment or carelessness on the part of the 


it is ae checker. 


The advice note is duly stgned by the 


receiving clerk, who adds any necessary 


comments, and is then sent with the 
goods to the stock-keeper. 

The stock-kqpper again checks the 
material as it is put away into the bins, 
signs the advice note and passes it on 


to the general office for rogording on the | 


brice. — 





stock card. The office is —— in 
possession of a. duplicate | advice note — 
which in due course is paired up with | 
the original, so should a consignment | 
go astray, quick action can be taken. ` 





How the Ta ‘arious Depart- 
ments Interlock 


The main offices are situated near the a 
middle of the building, equally acces- . 


sible from all parts of it. Here are the _ 


manager’ s office and the general office, - a 
in which latter are several long tables o 
at which the clerks work. ` > 

Each table corresponds with a section o 
of the stockroom, and at the end of — 
each table is a steel cabinet containing : 
stock cards for that section of the store. 

The accounts department is situated 
in another part of the general office and 
the remainder is given over to the 
typists, post and filing clerks. 

As will be seen later, the duties of all. 
departments in the -general office are so 
interwoven that it is necessary for ease 
and quickness of work that they should 
be in close. proximity to one another. 

The office is connected by direct line 
telephones with London and the 
majority of the works: there is also a 
complete system of inter-communica- 
tion telephones connecting all sections 
of the store. 

The stockroom is divided into sections 
according to the class of material 
handled... There is, for instance, the 
fittings section, the domestic apenan; 
section, and — — 

on is in the charge of a 
ho has the help of 
and is controlled by 
section in the general _ 
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Ra p Sign of Industry 


TANDARDIZATION is Building to Plan, but it is 
also the continuous adaptation of new materials and 
methods, In the factory where costs disclose 

inefficiency, standardization has made greater progress 
but few realize the possibilities of better office costs. 










Just as factories are laid out ‘to give maximum 
efficiency, any office can be improved by systematic 
planning and by adopting Shannon Standardized Equip- 
ment in Wood or Steel. 


È 


H “Booklet soz on Office 

_ equipment sent to any Prin- 

cipal on request, or an Office 
Planning Expert will call 
spon you by kigauni 








Vi — — and é 
to solve their transport oblem. 3 
delivery are alway a Hely source eof 
















and maintenance. 
Write to Dept. a4, The Raleigh Cyle Cai — 


Nottingham, for illustrated catalogue acl 
particulars. 


eS) £78 : 15 
: . i — ge uipped 
(ex-Works) 


Pr roduct of the Raleigh Cycle Co. Agents throughout the the country. Service Station: x Redhiti Tax only £4. Insurance, third from fa- 
t. (off Albany St. * London, N.W.1. Tel.:. Museum 2568-6 and Home Counties y $ E pasty, 





Distributore: FRANK WARING, LTD., 100 Great Portland Se J — n OT. Easiest possible — terms. 









| FREE- This Valuable 


-Careers some Chapters in the 


Guides Advice from Business Leaders. 
How Office men and women. can rise to 


y Secretaries, Cost Accountants, Office 
— ——— Auditors, Cashiers, ete. How. 
technical men can qualify as Commercial 
and Works Managers. How salesmen can 
climb to apes positions. Courses 
for Youths and Young Ladies, Students’ 
‘Success Reports certified by a Chartered 
FE. Accountant. Opinions of eminent Univer- 
- sity Lecturers on The School’s service, 
me Tutorial Staff and Methods of training. 
© The School’s incomparable record — 
successes in the Accountancy, Secr 
Banking, Insurance, Matriculation — 
Commercial Examinations. How the 
Principal’s advice on the problem of your 
career can be obtained free. 





What about you? 


* EXAMINATION 
“Great as ‘was the volume of Success gained by School of Accountancy Students In 1933, the 


: SUCCESSES 
ee : Prospects for these who take advantage of The School's fraining in 1934 are even greater, FD. Cc. Mackay. : k he School surpassed every other 


During 1934 many new enterprises will be estab- ideas. Everywhere the demand will be greate re, — Examinations held ta 


lished. Existing businesses which have already thanever for School of Accountancy trained men ainin 
— been reorganised wili be expanding and develop- who can step uP to positions of control ang Fea Piser ton a — eased 

: ing. Old businesses. which have yet to apply responsibility, whose knowledge of present-day tional institution in Britain. 
Sees efficient methods of working will be business conditions commands for them the 
— seeking to scrap old systems in favour of newer higher paid positions. 







ae | CIVIL SERVICE CAREERS 
‘School of Accountancy Posta! Training is Britain's Great Highway to Successful Careers in Commerce, Inspector of ‘Taxes, Customs and Excise, 


—— Industry, Accountancy, Secretaryship, Shipping, | omaha Services, Banking, Insurance and Civil Service teed Typist, = 
Write forday for the free 


— — Age limits 15 to — 
80-page Guide to panes: 












© Civil Service Careers-—~Ask for 


Special Civil — Guide, SPECIAL NEW YEAR OFFER 


A Special Offer will be made to students 

. who join The School early in the New- 
Year. This Offer will enable you to secure 
—— ae ee training at considerably reduced cost. 
17 Regent House, ‘Glasgow, C.2 rite to-day, asking for a copy of * The 
Direct Way to Success’ and for fuli 


Shell House, Johannesburg ‘particulars of the Special Offer. 
















The annual British Industries Fair will open as usual their new lines and their novelties for the new season. 
on the third Monday in February next. The B.LF., Trade buyers from all parts of the world congregate 
after 20 years steady progress, is now acknowledged at the Fair, realising that nowhere else can they see 
to be the premier National Trade Fair of the world. so comprehensive, so compact, and so up-to-date a 
It is at the B. I. F. that British Manufacturers seize the display of the Empire’s goods. Make your arrange- 
_ Opportunity to place on the market their new designs, ments well ahead and be sure of your accommodation. 











* 
| BRITISH TRAVEL FACILITIES, Special travel 
fa&ilities are granted by U.K. and European 


Railways to visitors to the BIF. 


T D USTRI ES Particulars and invitation cards on request 


from The Department of Overseas Trade, 35 o> 
Old Queen Street, London, S.W.1, or from The “Ge: 
Chamber of Commerce, 9% New Sts Birmingham. 


IN 
















180 Page Guide 


appointments such as Accountants, Com- +> 
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= By E. H. ARMITAGE 
S Works Manager 
Henr ister & Sons Ltd. 










are woollen manufacturers, of 
a idsey, Yorks. Recently we were 
a . faced with the problem of how to 
a "make ur night staff as efficient as the 


yees were difficult to obtain; 
ibour had therefore to be 
ained under the expert 
some of the day shift. 

and experience improved the 
A r f the night workers, they 
— began to draw attention to the diff- 





z “culty of turning out perfect work on 


-- imperfectly lighted machines: and at 
- the same time attain the volume of pro- 
“duction. equal to the day workers. The 
lighting problem had therefore to be 
tackled seriously. 

Our firm possesses a modern, well- 
equipped mill and up-to-the-minute 
machinery. Poor lighting has been 
experienced but never tolerated. Con- 
tinuous experiments have been made 
in the search for better illumination. 

Our directors try in every way to 
keep in touch with the newest develop- 
ments of machinery and business prac- 
tice, and are not afraid of experiments. 
. But in these experiments the firm fol- 

lows the maxim: “Get an expert in; 
im what you want, and let him 
with the job.” 

what was done in regard to 
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fixed to Walls Solved 
This Problem 

scribbling department an 
l procedure was adopted. 
aaving ‘the local Jights directly — 


periments 


s. When the need for night. 
“we found that really first- 
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Fig. 1. This firm’s 


the lighting to suit the work. 


wean 





above the machines, they were trans- 
ferred to the walls and over the aisles; 
for with overhead lights the operator 
casts his own shadow on his work. The 
lamps were placed ten feet high, with 
dispersive reflectors to prevent glare. 
The reflectors, oval in shape, were 
placed at an angle of 45° with the wall. 

This, however, did not meet the pur- 
pose: there was still some giare; so the 
reflectors were depressed to between 38° 
and 42°. This prevented glare of any 
sort and rendered all of the com- 
plicated machines comfortably visible. 

The lights of the spinning department 
were placed about ten feet overhead, 
and were of a power to give 9 to 12 
foot candles at the centre of the mules, 
with 4 to 6 at the ends. 

In spite of the variation of about 8 
foot candles from the ends of the mule 


.to the mule-head, in practice we found 


this illumination ample for the work- 
men to see at a glance any broken 
threads. The most complicated portion 
of the machinery is in the centre of 
each mule, at the mule-head; hence the 
more powerful illumination over these 
parts. e 


Hefe rhe Difficulty is to Watch 
Moving Threads 


The warping department presented 
many problems. Even now the best- 


lighted warping machines still leave 


much to be desired. One of the essen- 
tial parts of the warping process is to 
watch a large number of semi-taut 
threads proceeding from bne part of the 
machine to another. While it*is easy 
to watch these. threads in daylight it 
is difficult by arti ficial light. As one 
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problem was to raise the comparatively {0 owe 

night staff to the high standard of the day staff. They did it b 
Here is one of the weekly zg 
the night staff efficiency was raised as the lighting in the. Y: 


voltaia an es 





looks at them one often sees ES 
space, where, by a trick of - 
a thread becomes tempora y 
This is serious, for it is essent: 
all threads sh : d be x 





























centrated ligh ir g — ‘ber 
arranged with diferent bac 
without finding a really 
lighting system. Iti is nec si 

16 machine completely, with 
ling "the o erative or causing - 
on the moving threads. We- 
experimenting with the If shin 
and we hope eventually to so 
difficulty. Perhaps a balance ùl 
head light and floodlighting from 
will be satisfactory. We are ` 
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This Machine Calls for Lighting — 
from Below | 

The looms present another lighting 
problem. It could be solved in the 
ideal manner, but unfortunately, owing 
to the construction of the looms, and 
their vibration When running, the 
method is too costly to bq practicable. 

The ideal lighting for showing impers 
fections in the piece as it is weaving 
would be a strip lightethe width of the. 
cloth and so placed that it is shining 
from below, through the last woven: 

















no glare, and does show any i 
across the whole width of. the ; 
Specially shaded lan ips have 
— to shine u 
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3 lamps, the fittings were a nuisance to 
_ the mechanic when attending to any 
-part of the loom near them. 

-The lighting we find best on the looms 
is a combination of diffused and concen- 
trated lighting over the loom gate, and 
behind the loom, giving 9 to 12 foot 
candles over the front of each loom, 

-and 6 to 9 on the warps at the back. 
_ This degree of lighting is good on looms 
weaving white warps. On striped or 

dark-coloured warps, 20 to 30 foot 
candles is required. Our best results 
have been with shaded lights on the 

-loom frame, combined with more power- 

ful overhead lighting. The lights on the 
= loom frames have to be carefully placed 

‘and shaded to prevent glare, and at 
< the same time counteract the shadows 

-behind the sley and on the healds. 


These Charts’ Show Results 


of Experiments 

_.. In the burling department, the only 
_-other one working through the night in 
which artificial lighting is of first im- 
portance, the problem is simple. Naked 
ghts are used behind the piece which 
being burled. They are perfectly 
equate, placed as they are, two or 
































"he. ‘lighting of the dye-house is 
general. The building is higher, and 
much light was absorbed by a dark 
ceiling until it was painted white. The 
rallis are whitewashed and are easy to 
keep clean until the next yearly white- 
washing; so that it has not been found 
ecessary to paint them to get the extra 
reflective power of a painted surface. 
When experts claim that their sys- 
em, whatever it may be, will increase 
ꝛe efficiency over that obtained by the 
ethod in use, it is advisable to,take 
— fecords to see if the alterations make 
-good the exgert’s claim. Figures 1 and 
® are specimens of the records kept on 
a section of looms. As each lighting 
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— feet above the heads of the tallest 
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these mod whether the ‘change will 


be helpful or not. 

The accuracy of the figures is care- 
fully checked before they are handed 
in to the office. Each week graphs are 
plotted as in Figure 1, and these reveal 
the relative efficiency of the two staffs 
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ya 
that of the night; the difference between 
their relative efficiency will be still fur- 
ther reduced as. the experimnts now im 
progress result in a more nearly perfect 
artificial lighting system. 


k Ways 


TO CUT COSTS 


Best Height for 
Work Benches 


At many tests in a wide variety of 
industries the elbow height of women 
workers in factories has been found to. be 
39.9 inches on the average, and the most 
comfortable height for a working bench 
for the average woman standing is there- 
fore about 37 inches. 

During these tests efficiency in filing 
metal bars was found to be at its maxi- 
mum when the height of the working 
bench was about 60 per cent of the height 
of the worker. 

Efficiency dropped noticeably when the 
height of the bench was less than 55 per 
cent or more than 66 per cent of the 
worker’s height. 

+ 


Coat Rack Saves 
“Minute-Killing” 


A large firm of motor manufacturers 
found that much valuable time was 
wasted in the works by the habit of the 
men of keeping handkerchiefs, etc., in 
their overcoat-pockets when overcoats 
were kept on racks at the sides of the 
various departments of the works. 

In order to remedy this, the racks were 
so arranged that they could be automati- 
cally raised well above the heads of the 
workers by the pressing of a lever in the 
time-keeper’s office. This innovation was 
successful, for it meant that the men had 
to keep their personal possessions about 
them during working hours if they should 
want them, and it provided an additional 
safeguard against lateness. Moreover, a 
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SHOWS RELATIVE EFFICIENCY OF LIGHTING 


Wig. 2: As each lighting experiment is carried out the results are carefully 


recorded in this form as well.as in the chart form shown in Fig. 1. 


We can 


then tell exactly the relative efficiency of the various methods we put into force. 


considerable amount of valuable floor 
space, formerly occupied by the coat- 
racks, was released for productive pur- 


poses. 





This policy was followed out still further. 
In the works were rows of lavatory 
basins for the use of the workmen. Far 
too much time was wasted. here also in un- 





In the H.M.V. — at Hayes a “lift” 


has been installed so that adjustments can 
be made toreceivers without the necessity 
for stooping down. The girl onthe right 
is altering the height of this “lift” 


(Iiustration by courtesy of “The 
Wireless & Gramobhone Trader” 





necessary washing during working hours. 
The water was therefore turned off auto- 
matically when the whistle went each 
morning, and turned on again when the 
whistle went at lunch-time. 

“Savings of this sort,” said the manager 
of this firm, “are only in seconds per day 
per man, but in the aggregate they total 
several full working days in a year. That, 
in a works of this size, is a very consider- 
able item.” 


+ 
Easier and 
Safer Repairs 


n the coach-building section of a large 


motor repair works steps with, planks. 


across were used by workmen feom which 

to repair the tops of lorry bodies. A cradle 

slung from an overhead runway saved 20 

per cent in time and enormously increased 

the factor of safety. It was easy to place 

ethe lorry for this kind of repair beneath 
the runway. 
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By C. 


he Office Appliance Exhibition of 

last year is not very far back in our 

minds. Personally, I recall it as an 
outstanding event. During my two 
days’ visit I learnt from it more about 
the newest facilities for controlling and 
creating business than from any other 
experience during the year. 

In my own opinion, and speaking 
from the point of view of the fairly 
large business, four adjuncts struck 
me as having undergone revolutionary 
development. These were: inter- 
communication systems, automatic 
accounting and statistical machinery, 
and aids to correspondence and mail 
handling. 

Almost every item, however, showed 
evidence of an intense desire to make 
it so practical that the average business 
man, casting the most coldly critical 
eye upon it, should be able to visualize 
that item as a real working unit in his 
own organization. 

It is a fact that for every highly- 
organized, well-equipped business there 
are a hundred where the most modern 
device used is still the typewriter, and 
an indifferent one at that. From the 
point of view of these undeveloped 
businesses, therefore, there are not only 
those items just referred to, but literally 
a hundred and one new things capable 
of simplifying business routine and 
making bigger profits. 

How, then, will these new develop- 
ments help to make businesses in 1934 
easier to control, more dynamic and 
more profitable? 


What The Loud-Speaker Tele- 
phone Can Do 

Think what aggregate hours of highly- 
paid executive time, time costing up to 
a —s ing a minute, are saved by the 
modern tems of house inter-com- 
mvnication. There is the loud-speaking 
telephone—especially designed for the 
executive—which enables him to speak 
on the instant with any member of his 
firm, no matter where in the room at 
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These 


NEW APPLIANCES 


Will 


in 


1934 


H. COSTELLO, A.C.IS., A.C.W.A. f 


the other end the individual called 
happens to be. Neither of the parties 
has to handle an instrument; both can 
talk as though personally face to face. 
More important still, by this system 
three, four or half a dozen executives 
may ‘‘conference’’ together without any 
of them having to leave his office. 

The system of having a ‘‘master’’ 
station for each principal, and sub- 
stations for the staff, retains the feature 
of personal service for the former and 
provides a highly-efficient system for 
the staff. As calls by principals can 
always be arranged by a signalling 
system to take precedence over inter- 
departmental calls, the latter enhances 
the full value of the system. 

The master station gives also the 
advantages of secret consultations, 
freedom from interruptions or cutting 
off, no dialling of numbers, and the 
ability to dictate to a typist without 
having her in the room. 

This year a new model sub-station 
was shown, featuring the moulded hand 
set similar to that which the Post Office 
has recently popularized. It is particu- 
larly useful where books or papers have 
to be referred to during conversation 
or where it is inconvenient to place the 
instrument near the user. 

The general development in inter- 
communication is, in my view, momen- 
tous. Its possibilities for speeding up 
work all round, for encouraging co- 








s Machines now are PRACTICAL. 
They are time-savers and profit- 
makers for the small firm as well 
as for the large. Read this article 


and see what they can do for you 





operation, and by making verification 
easy, and for the avoidance of errors, 
give it profound importance as a factor 
of efficiency in the 1934 business world. 


Even The Small Business Can Use 
Mechanized Accounting 

Two divergent methods have been 
followed in mechanical accounting: 
First, the development of the punched 
card system where the cards are varied 
according to the job, and second, the 
evolution of machines designed specifi- 
cally for certain purposes. 

The punched card system is well 
known. It need not be fully described 
here, even if space permitted. The 
battery of machines introduced a year 
or two ago especially to meet the needs 
of the smaller firm has made a success- 
ful début and has proved its vajue in 
relatively quite small firms. It employs 
a reduced capacity card of 27 columns- 
instead of the full 45-colifmn card used 
in the larger system. This reduces the 
cost both of machines and cards, whilst 
still giving service fully adequate tə less 
exacting needs for statistics. 

An interesting new feature is a check- 
ing punch which is in the highest degree 
accurate in the recorded information. 
Thus, the information is recorded at the 
first punching by semi-circular holes in- 
stead of the full round hole. The checker 
then completes the card independently 

(Continuedeon page 39) 
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THESE SHORT-CUT: IDEAS 








By H. GRAHAM to whom the managing director 
in this interview said: “Success lies only 5 per 


cent in the idea or gadget, and 95 per cent 
IN ITS PROPER APPLICATION” 





don, in a quiet litle town not in 

any way renowned as an industrial 
‘centre, is a hundred-years-old concern 
making household appliances for the 
hardware trade. 

The buildings of this organization are 
the original structures erected a century 
ago; *they are not prepossessing in 
appearance, but they house an astonish- 

dng efficiency. It is one of those few 
concerns the office routine of which is 
‘supervised by the managing director 
-himself. 

This managing director, though he is 
‘a "big man’’—big in the sense that he 
himself formulates and carries through 
the entire policy of the company—is, 
nevertheless, office-minded. He is some- 
thing of a genius in thinking out and 
applying those time- and work-saving 
little short-cuts which act as lubricat- 
ing oil and whic simplify and speed up 
the routine as a whole. 

Here aregseven of the plans, intro- 
duced by the managing director and 
continuously supervised by him :— 


Red Light Says 
“Keep Out!” 
managing director 


devised the following idea for his own 
private office: He had made for his 
desk telephone a small wooden base, 
about the size of a 50 cigar-box. This 
box gontains electrical contacts $wired 
from the main to the red electric bulb 
outside his office door. Normally the 
phone stands on this box, and the 


Eee odd miles north-west of Lon- 


Being something 
of an amateur 


electrician, thg 


weight of it prevents a spring circuit 
from closing. When the managing dir- 
ector wants to telephone, however, he 
lifts the instrument from its stand. 
This action allows the spring contact to 
close and automatically to illuminate 
the red bulb outside his door. Thus, 
whenever he is telephoning, the red 
light warns all callers to “keep out”. 
Replacing the phone, and the conse- 
quent switching off of the light is the 
“all clear’ signal. 

The signal to ‘‘keep out’’ does not, of 
course, only apply when the managing 
director is phoning. When, for any 
reason whatsoever, he wishes to be 
alone he has only to lift the telephone 
from its stand and place it on his desk; 
the red light then remains ‘‘on’’ until 
the instrument is replaced. 


+ +è 


S.O.S. For Wand- Many firms 


. ave a code of 
ering Executives coloured light 
sighals with 
which to “‘page’’ executives wh@ might 
be visiting widely-separated defart- 
ments of a large organization. This 
firm also his such a system, but with 
an interesting addition. , 

There are eight executives who have 
light signals. In the ordinary way the 
combined buzzer and light, when it calls 
any particular individual by the code 
signal, means ¢hat that individual must 
go to the nearest house telephone to 
answer a call. 


To this excellent plan, however, the and exchanges a few general and 


managing director has added his own 
improvement. At every signal light 
point throughout the building he has 
added a bulb, fixed upside down and of 
a peculiar voilet colour. Thus, when- 
ever an executive’s colour signal is 
broadcast in combination with the re- 
versed violet light, it means that the 
executive is wanted, personally, and at 
once, by the managing director in his 
room. 

While the code lights which ‘‘page’’ 
executives can be operated from six 
stations throughout the offices, the 
violet light can be operated only from 
the managing director’s room. 

This simple plan is wonderfully effec- 
tive in practice; it saves much time in 
telephoning and relaying messages or 
information. 


+ +è 

Statistical Men t pa top Doue 
* is organiza- 
Appr eciate This tion are located 
the statistical 
and record offices. The managing direc- 
tor has frequently to consult these re- 
cords, which appertain to every phase 
of the business, so he has devised a way 
of making communication as easy and 

speedy as possible. 

On the desk of the executive in charge 
of this department is installed a loud- 
speaker telephone. This gives com- 
munication direct between managing 
director and records keeper. These two 
individuals can talk together without 
either being tied to a phone instrument. 
Their hands are free to turn over 
papers, while the record-keeper can 
even move about the room among his 
files and get what papers and records 
are needed. 

The managing director, three floors 
below, is thus not kept waiting. In- 
stantly he can talk to his statistical 
executive as though this individual and 
his whole department were located right 
in the chief’s room. Endless hours and 
irritability are saved by this arrange- 
ment, 

+ è 


Cus- Nothing is so an- 
noying to a custo- 
mer, when he rings 
up a manufacturer, 
as to have to repeat his requirements 
Over and over again to different indi- 
viduals before he can get on to the 
person who is dealing with his affairs. 

This managing director has devised a 
way to overcome this snag, and, fur- 
thermore, he is insistent that it is 
strictly carried out at all times, 

When a customer rings up, the oper- 
ator on the switchboard fakes the 
caller's name and asks him to hold 
on. She then calls the office until she 
has found the individual who knows the 
caller’s account. 

This individual then takes up the call 
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WRITE TO 
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@ Speeding up administration, reducing 
effort, saving valuable time, promoting 
efficiency - - - is Ediphone’s job. 





Wherever there is dictation and 
typing thereis need for the Ediphone, 

No waiting . . no ‘bring your book’ 
- - ho transcribing from shorthand 
Into type. ° 


%& Let ðs send you the Ediphone 
Booklet giving particulars of the new 
‘Pro-Technic’ completely enclosed 
Model together with names of famous 
users. : 


THOS. A. EDISON LTD., Victoria 


House, Southampton Row, LONDON, W.C.1. 
Branches and Dealers in all principal cities. 


For 
Prosperity in 1934—Get 
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by CHARLES F. HAANEL 


O not miss this opportunity to possess what is undoubtedly 
D the greatest work ever written on Psychology, ‘‘The 
Master Key’’ to all the Philosophies which have attempted to 
solve Life's Problems; and a practical means of raising the 
wonder and beauty of Life to their highest expression. It 
imparts a Practical, Working Knowledge of the Creative Pro- 
cesses of Thought, and affords you a means of securing Personal 
Happiness, Advancement and, if you wish it, Leadership. 


This is true because ‘‘The Master Key” avoids theory, specula- 
tion and abstractions of all kinds and confines itself to the 
Natural Laws of Power, Health, Wisdom, and Wealth. 


These Laws operate with scientific exactitude, and those who 
have succeeded in obtaining a wc king knowledge of them are 
enabled to break the bonds of environment, control elementary 
forces and utilize the potentialities of infinity. 


“The Master Key” will open to you a New Realm you may 
never have thought about before. It will afford you more Last- 
ing Pleasure than people usually get from Pounds and Pounds 
spent on Luxuries, Petrol and Pastime. It will make you Wiser, 
More Practical, and More Able to Achieve your still unrealised 
Ambitions. It will help you to take the Humdrum out of Life 
and put Splendour in its place. It will tell you many curious 
truths. Through it you will re-create yourself and your future. 


‘The Master Key’’ has hitherto been produced as a Correspond- 
ence Course of Instruction for which 200,000 people have paid 
£10 ros. each. It is now offered to you, unabridged, with addi- 
tional matter, ready to serve you as a Practical Source of 
Inspiration and a Means of Achievement at all times. 


The Complete {ro 10s. Course of 24 Parts, in One Handsome 
Volume, Buckram Bound, —— Index, Psychological 
Chart, Questionnaire, etc., Gilt op. 488pp. Size roin. x6}in. 


l Price 30/- Cash 


or 32/6 by Convenient Instalments. Postage od. extra. 
Cut out and post this Coupon—NOW. 


Sr AR aata a a aan A 


To THE Master Key PUBLISHING GO., 
18-21 Charterhouse Square, E.C.r. 


Your Advertisement in Busness interests me. I attach 5s. 

deposit.* Please send me ‘‘The Master Key”’ for 3 days’ examin- 

ation, after which I shall either return the Work to you in the 

same condition as I receive it and you will refund to me my 

58. dep®sit, or I shall keep the work and pay you the balance 
of its cgst in cash or by instalments of 5s. per month, 


Oe Tere | 1a P COUR CON CCS 24 OO SURES CRNA SO SORE SEU RAOO S40 00560000 000rsenectnende 


*Please make Cheque or Postal Order payable to “The Mastey K Publishi 
Coman. and cross MA] c Payee Only sa * 
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friendly remarks with the customer. 
- But he has already instructed a filing 
lerk to bring at once the complete files 
of the customer's account and corres- 
 pondence, — 
By the time the personal greetings 
and general remarks have been ex- 


<- changed, the files are on the executor’s 


desk and he is ready right away to dis- 
cuss any point the customer may raise. 
This invariable attitude of the firm to 

ye ready at all times to discuss any 


one is a definite builder of 
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= Makes Letters If autopsies were 
oe ae carried out on more 
Mistake-Proof ciosed accounts, it 
a — would be amazing 
- to what extent a hasty or unconsidered 



















t is a standing arder in the firm that 
e carbon. copies of all letters shall be 
alled by the writers and sent to 
anaging director’s room at the end 
is obviously impossible for 
ig director personally to read 
very letter dispatched; but 
ada considerable number of 

this he actually does do. 













he invariably reads a batch at home 
‘during week-ends. 
- This plan has two important effects. 
It gives the managing director a rapid 
survey of the firm’s working detail from 
day to day, and it is a powerful check 
on all those executives and individuals 
who write letters on the firm's behalf. 
Obviously, it is not known by the 
staff which letters will be read by the 
managing director, so naturally every 
out-going letter is the result of proper 
thinking and consideration and not the 
outcome of inadequate, hasty judgment. 


oe -This check, of course, is not levied 


as an autocratic restriction, but rather 
in the nature of a safety measure for 
-the firm as a whole. Executives under- 


— -stand that there is nothing personal in 
— ~it, and . 


that it imposes no limitation on 
ual’s freedom to act on his 
s behalf as he thinks fit. 
yess of it as existing, how- 
duce that little extra care 
on occasion, obviate an ung 
isunderstanding or loss. _ 


+ 













Quite apart from that, this manag- 
ing director said to me: ‘‘If the heads 
of businesses would take the trouble 
occasionally to look through depart- 
mental correspondence, I am sure they 
would learn a lot about their concerns. 
I am constantly finding matters of real 
interest. To me, a batch of these car- 
bon. copies is more interesting and enter- 
taining than many a modern book.” 


+ ¢ 


Letters To The Firms with head 
Tene , office and factory 
Wrong Offfice in the provinces 
and only a branch 

office or showroom in London often re- 
ceive important letters addressed to the 
London branch: Generally these are 
forwarded to headquarters by the 
branch, by post. In this way, of course, 
fully 24 hours-are lost before the letters 
get attention’ at headquarters, and very 







obviating such loss. All letters for the 
firm received at its London office-show- 
room are locked into a special leather 
dispatch case. This case is put on the 
11.30 a.m. express passenger train out 
of the London terminus, information of 
its dispatch is phoned to head office 
eighty miles away, and the office man- 
ager sees that the train is met. 

These letters arrive at about 1 p.m. 
They are opened, time-stamped and 
distributed at once to the departments 
and are dealt with on the same day. 
Thus, so far as customers are concerned, 
no time whatever is lost. There is 
never any need to write to a customer: 
“Dear Sir, We regret the delay in 
attending to your order, but your letter, 
addressed to our London branch, was 






Here are seven personal | 
ideas from the managing |. 
director of a well-known | 
manufacturing concern. | 

None of the ideas is | 
peculiar to this business | 
alone ; they are simple, 

effective and can be | 
applied to ANY office | 





forwarded and only reached us on the 





gone to bed. - 
niche by the firesid 
an idea, no matter 
it on the machi 






















the wax cylinde 
brain is relieved of them. — 
cylinders to the office w 
moming, and within an 
overnight dictation comes D 
typed out. + 
“I have no hesitation . 
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Workmen Ready Trained 
When We Want Them 


“ e gll an electrical appliance to 
private households, and one of the 
, important items in our organiza- 
tion is the servicing department which 
attends to all repairs and complaints. We 
take great care that our service men are 
the most capable that we can make them. 
This is how We arranged to have 25 extra 
service men fully trained when we needed 
them: | J 
“We had plans for extending our ser- 
vice depot as a result of increased business. 
This meant that we shold need some. 25 
more operators.on the service staff. 
“Now one method of securing this extra 
staff would have been to wait until the 


* 


new building was gomplete and then to 
engage as many new people as required. = 
But we went about it diffemgntly. o oo 
“While the building was yet uncom- o ž 
pleted we took a short term lease of @ o o žć 
suite of large but old tgoms, where we pate c > 
up a sort of training workshop. Twenty: o 
five people were selected and asked Hi they __ 
would work as trainees for four weeks at oo ž < 
a nominal figure if we guaranteed them a 000 
full-pay job at the end of that time. ‘They o coc] 










ly trained and 
1 and start work. 
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_ the 72-column card featured by the 
_ firm whose machines are electrically 
_ operated throughout. This company 
_ has evolved a new type of punch which 
carries out multiplication as well as 
- straightforward punching. Hitherto, 
- cards have been punched always from 
- complete sources of information. Now, 
_ however, work such as pricing and 
extending can be prepared simul- 
taneously with the punching of the 
_ tnajor details. Moreover, totalling of 
- the items. worked out and recorded also 
_ proceeds automatically. For job cost- 
_ ing, depreciation of stocks and so on, 
volving a large volume of work, this 
chine is invaluable as a time and 
ley saver. = 
ow Automatic Book-keeping 
Saves Time 
mong the specialized machines, 
haps none was more outstanding 
-the accounting machine, designed 
iginally for banks, but successfully 
lied also to hire-purchase accounts, 
records, etc., which stores within 
ẹ records of 1,000 accounts. In 
e “old balance” in any particular 
it is picked up merely by setting 
ontrol to the correct code number. 
its and credits are then posted, 
hanically, of course, in much the 
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Here is the tayout of the great store g 
_ ingham, probably the largest of its kind in 
_ the smooth and fast working which this carefully 














me way as in a cash re 
lew balance’ arrived at 


Double entry is used to c 


ay 





-< accuracy of posting and, most amazing 
of all,sthe machine can be set to run 
= through the whole thousand accounts to 


take a trial balance. During this pro- 
cess no human intervention is required, 
and it takes so little time that it can be 
performed readily as a normal routine 
operation at the end of each day’s work. 

Admittedly, this machine has a 
narrower scope than, for instance, the 
punched card system, yet given the 
right application it gives speed and 
accuracy with as close a system of con- 
trol as the most exacting accountant 
could require. 

Progress is no less clearly shown in 
new types developed from the original 
key-operated adding machine. Here the 
basic principle has been to provide units 
which can be assembled and inter- 
connected in a number of ways to fit 
the needs of the particular job. One 
firm, for instance, featured, as a selec- 
tion only be it noted, no less than 
twenty different accounting machines. 
In ledger posting, not only can the 
statement be printed at the same time, 
but any degree of dissection required 
can be arranged for. If it is a sales 
ledger, for example, the machine can 
accumulate separately debits of goods 
analysed by departments, discounts, 
returns, packing and postages, cash 
received, etc., and throw up at the end 
of the operations separate debit and 
credit totals so that a full trial balance 
can be made. The handling of such 
highly-analytical processes as hotel 
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A a i ury oy comparison, ` Too o o 
New Machine for Getting Out 













Those Statements Loe 


As the interesting result of an amal- 
gamation between two typewriter and 
billing machine firms, 
appeared a twelve-key machine for 
rapid posting of customers’ statements 
and ledger accounts. Equipped with 
from two to five recording registers and 
varying types of carriage, this machine 
will handle any accounting routine. 
where written descriptions are not 
essential. Simplicity is the outstanding 
feature here, seventeen different opera- 
ting functions being under automatic 
control, and all figures are fully visible 


there has ae 


at all times. With this machine opera- nae 


tors are easy to train; moreover, 


installation does not involve heavy = 





capital outlay. 
By way of co 
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of employees in outside contract work. 
` (Continued on page 32) 






SLIDING DOOR 


| oN BENCH 
— 3 SETS OF 
l SLIDING DOORS 


UNLOADING BANK 
SLIDING DOOR 


BIFITTINGS & ACCESSORIES CO 1mm 
CEES oe E ee 
a DOMESTIC APPLIANCES E INDUSTRIAL HEATIN 2 

Ee |X &Y DEPARTMENT 

TR ETECEPHONE Kal 
TGECONDUIT ACCESSORIES. 

















I must record, : I: | 










































“SELDEX WILL PROD 
THESE FACTS QUICELY, — 
SURELY & ACCURATELY © 
“SELOEX"? WILL 
CUT YOUR COSTS: 
REDUCE FOUR. 
STOCKS INCREASE - 
YOUR SALES AND. 
SPEED UP YOUR. 
COLLECTION OF 

ACCOUNTS | 


BEFORE INSTALLING VISIBLE RECORD- 

ING EQUIPMENT INVESTIGATE FULLY | 

THE ADVANTAGES OF * SELDEX? č 
THEY ARE MANY 


“SELDEX” covers every known method of visible recorde- 

ing and has earned for itself a lasting reputation for its 

service to the cause of sclentific business management 
and control. * 
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THERE IS A“SELDEX* 

EQUIPMENT FOR 
EVERY NEED 
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7” Kardex not only sells the finest Systems from 15 shillings. 


KARDEX 


1 Leadenhall Street, London, E.C.3 
O Purchase & Stocktaking. © Accounts Control. 
0 Sales & Order Records. (© Credit Control. 


‘SEND FOR ONE ON 
APPROVAL | 


WQ Convincep of the superiority of our Appoint’ 
i| ments Alarum Watches, we will send you one 
) for seven days’ trial, without any obligation to 
#7 purchase unless you are thoroughly satisfied with 
J- it. Our watches have been supplied for years 
to Imperial Chemicals Co., Ltd., Anglo Persian 
Oil Co., Ltd., Columbia Graphophone Co., Ltd., 











Arnold's New. Appoint- 
‘ments: Alarum Wat 
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CORPORATION OF 


ELECTROLUX 
LIMITED 


Z gf "m wires 
IMPERIAL 
CHEMICAL 


INDUSTRIES 
LIMITED 


KODAK, LIMITED 


SELFRIDGE & CO. 
LIMITED 


Please send me the Bulletins I have marked with a cross. 
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t Cosmos Ramps, Ltd., and other leading rms. 
“Å Box Br, C/o BUSINESS, 6 Carmelite St., E.C.4 





We are waiting to help you 
costs you nothing to find out how 


It would be difficult to mention a record equipment — Kardex is also 
firm of national or international an organisation that has- studied 
-~ repute that is not a user of Kardex the visible recording of facts in 
to-day. Kardex Visible — ai may kind a E 
C Systems are an inte t of most is organisation is at your dis- 
— a — posal. = Kardex Visible Record 








NEW APPLIANCES _ 


tions, a 





(Continued from page 30) 


It is very flexible and has a wide appli- 
cation, whilst so simple that no skilled 
employee is needed to operate it.. It 
shows the recorded facts in a striking 
way—a coloured picture, in effect—and 
it eliminates cumbersome written re- 
cords. Yes, this system has a wide and 
useful field. 


Machines Which Make Mail Hand- 
ling Easy 


The amazing time-saving possibilities 
of dictating machines have always 
intrigued me. To save sixty minutes 
a day in handling correspondence is 
no inconsiderable achievement. The 
machine is new in that the latest 
developments all tend to perfect opera- 
tion by making it as automatic as 
possible. An indicator shows that thes Soe 
machine is properly adjusted for recorde == 
ing; specially sensitive recording ensures 9 
accuracy, no matter what the accent or 
inflexion; cylinders are practically un= 
breakable; cylinder shaving. is semi- ·· 
automatic; moving parts are fully 

I find in use that this machine ‘Saves: 
all delay and annoya ce due to typists _ 
being at lunch, unable to read their 
shorthand, or being used by some- 
body else. Every idea, whether for 
memorandum, cable or reply to a letter 
just read, goes on record at once whilst 
the thought is on the tip of the tongue. = =. 
I get through more work and yet on the 
average finish earlier. 

Printed matter, whether in the shape- 
of sales promotion: literature, bulletins 
to field staff, brochures to customers, 
form letters, circulars or office forms, is 
necessary in every office. And its cost 
features in every profit and loss 
account, To be able, therefore, to cut 
such costs by 50% or more means to 
the alert business man more profits in 
1934-—also wider scope and increased 
sales. 

The newest arrival in the field of 
office machines for high quality printed 
matter uses the offset lithographic pro-. 
cess. This process has hitherto pre- 
sented many technical obstacles to good 
work by the lay operator. These have 
now been removed and characteristic 
features well tried in rotary letterpress 
printing embodied. As a result, suction 















consisting 


= pewritten 
letterp: pana 


half- 






of overp ting or double impression. 

A new-comer in the field of rotary 
“stencil” machines featured exceptional 
* quietness in running, whilst all the 
other machines showed detailed im- 
“provement in simplified control, im- 
proved feeding and registration, and 
better inking arrangements. It is, in 
fact, no overstatement to say that the 
- business which neglects to investigate 
the possibilities of to-day’s perfected 
-printing ‚machines is deliberately refus- 
ing aid to profit and prosperity. 


Automatic ‘Envelope Feed To 
‘Typewriters 


One typewriter firm featured a new 
| —— attachment for the auto- 
Matic feeding of envelopes. Here is one 
of those minor- items of major value for |. 
the smaller firm having occasional lists 
to circulate in quick time. For this 
reason it is well worth noting. 
The postal department of any firm is 
the bottle-neck through which all in- 
— dealings with the public must 
~ pass, Any machine capable of widen- 
| - ing the neck and speeding up the flow 
has real value in these competitive 
- days. 
I saw great possibilities in a new 
- multi-value franking machine which 
-will print any denomination of postage 
in one franked impression, giving 
- flexibility and a measure of speed 
a before. 

For free advertising alone the frank- 
-ing system covers its cost, for with each 
- impression an advertising slogan can be 
'. printed.. -Or a return address may be 
_ shown, thus saving {2 a thousand 
envelopes printing cost which would 
. otherwise be incurred. Moreover, a 
saving of literally hundreds of pounds 
can be made by using the franked 4d. 
instead of the adhesive 14d. stamp for 
circulars, because the fact of being 
franked. in one colour whatever the 
denomination induces attention to the 
contents where otherwise the envelope 
would be destroyed unopened. Results, 
it is proved, are identical. 

7 Having indicated just a few of the 

` major “new things”, I would sum up 
the others by saying that very few 
machines have got through the last two 
years without undergoing important 
improvements. The office machine 
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becomes ever more efficient, yet at the 
same time ever more simple to operate. 


HERE ARE THE 


No, 1 Bargain. An extra heavy type- 
desk for only 39/6 is value unheard of! 
Size 47x20 {with hinged extension). 
Light or Dark Real Oak, 2 or 3 drawers. 
No, 2 Bgrgain. Solid Oak Chairs. with 
undes-frame, Seat in Green Leatherette, 
Dark or Light Polish; clearing at 13/9. 
Worth double. 


No. 3 Bargain is the most remarkable 
value ever offered. A double pedestal 
Oak Desk for {5.17.6 Size 54™ 31. 
Medium Oak. 7 drawers and auto locks. 
Latrinated top. 

No, 4 Bargain. 15 


only, Drop-well 


Clearing 


Desks. Oak and Mahogany. 












16, St. Mar Ys 





= i us am 


| 

i Nos. of ihusirations 

4 correspond with numbers 
below. 


OUTSTANDING BARGAINS s- CARRIAGE a 
at {5.5 Worth fro. Guaranteed 2 years. wok 
Ne, & Bargain. ŝo stocksoiled Oak : FREE, IN U.K. p 
roller-front a cabinets tor — i 
files, records, etc.; trays Oe 24x CADE — 
Clearing at yoj- each. ; 3 YEARS’ i l 
No, 6 Bargain. niy, Steel Cabin- 2A BARRE 
gain. 45 only | GUARANTEE : 


LTD., 


: | age, 3 
Royal Liver Building, DEE  _ _ (Bank ariz) - 


12 g’nea Desks at £5. 17. — 
Typists’ 


Tables at 39 — _ : | 


Here is an amazing collection of super> 
office furniture, that we are clearing Moo 
bargain prices! a 
The equipment comprises numerous — 
desks, etc., returned from Exhibitions, 
Agents’ showrooms, &c., that are | 
just slightly marked only—th 3 
of scratches that, in any case,we 



















ets, complete with auto locks. Slightly 
stock-soiled. Clearing at £4.15. Wort 
fw. EE cap 15/- extra.) 

No. 7 Bargaig. 40 only, Revolving 
Arm Desk-chairs, clearing at asis 
Worth 14.4. 


7 Days’ Free Trial 
‘iw offered w am ar 
| proved customer in UK Re 


No. 3 Bargain. Rolltop Desk, Real kn. 
Oak. 42x28. Clearing at £8.10.6. Carr. ey fea l 
free, Ring Ciy s413 {3 Pesh 


“Desk, Headquarters,” 
.55/57, OLD BAILEY, 


-MANCHI ESTER. (Blackfriars 6 345). 


LONDON, © 








“ROTAPRINTING IMPROVES QUALITY ...CUTS COSTS... 


— ‘Do you appreciate how easily first class print can be produced 
< with the right equipment, or realise that it can be produced in your 

. Own office, by your own staff—at a saving of 50% or mover That 
- Rotaprinting is as simple as your routine office work ! 


— ROTAPRINT is the only Office Printing Machine of its kind on the 
= market. It dispenses with stencils, typesetting and electros required with 
< other machines. For this reason it is inexpensive and easy for office use. 


— Allied with your selling force it is a great business builder. It 

enables you to supplement the endeavours of your sales staff with well 
produced opening and follow-up letters: It tells your story in 
pictures produced in first class style. It prints all your Letterheads, 
Invoices and Statement Forms, internal forms and print of all kinds 
at very great reductions in’ cost. It accomplishes with ease all that 
ether machines can do and much which is entirely outside their scope. 


It makes you money ! 


a It if, in fact a proposition well worth investigating. Why not write or 
*phone for more particulars to-day, while it is in your mind. 


Kaye’s ROTAPRINT Agency, Ltd. 


CECIL HOUSE, 57a HOLBORN VIADUCT, LONDON, E.C.I. 
CENTRAL 5655 (4 lines) 


BIRMINGHAM, BRISTOL, GLASGOW, LEEDS, MANCHESTER 
NEWCASTLE -ON-TYNE and SHEFFIELD 















Also at: 


——— ———— ————— —— —— ——— a A 


STATIONERY BUYER 


When ordering 


‘SWAN INK 


INVESTED ‘CAPITA L” 


Ashort summary of current 
practices in management 
methods* and industrial 
cost reduction 


“MANAGEMENT AND ND 
| 
| 





Complimentary copies will 
be sent to directors on 
request. 


WALLACE CLARK & COMPANY 


: : CONSULTING MANAGEMENT ENGINEERS 





° for general office use 
remember that thé larger 
sizes are most economical 











‘ 20 ox. 2/9; l o 3/6; 


+ $ Gali. 7j-; 


40 ox, 4/6; 
{ Gall. 12/6 


COCCO. C European Head Office ; * 
: z Re. VICTOR-EMMANUEL Hi PARIS 



















Stock in the: ‘main is —— 
in long, steel, double-sided racks 12 ft.. Re 
high, divided into bins measuring 33 ft, 
wide by 24 ft. deep by 2 ft. high; 
certain boxed lines, however, do not 
call for rack storing, and these are 
stocked on stillages so constructed to 
allow air space between the floor and 
the goods. 

Every line bears a catalogue number 
and is binned in sequence of same. This 
catalogue number is consistent wherever 
the order may come from, and this, 
together with a departmental prefix 
letter, also consistent, enables a stock- 
keeper to locate an article instantly. 

No material is permitted to leave the 
stockroom without official documents 
from the office, and then can only be 
passed on to the dispatch department. 

This section has been laid out on 
generous lines and allows for ample 
freedom of movement. It is divided 
into two parts, home and export, and 
is equipped with long benches sub- 
divided into sections corresponding 
with the various branches. On these 
benches, after it has passed a checker, 


is placed the material issued from the — 


stockroom, there to await. „dispatch 1 to 
the ordering branch. É 
The volume of material handled is so ; 
enormous that comparatively little case 
packing is necessary with the home 
trade; 2- and 4-ton box containers for 
rail dispatch are largely used in con- 
junction with express lorry services by 
road, The material particularly lends  - 
itself to this form of transport, as the 
majority is stocked in cartons or boxes. 
A large quantity of material is ex- 
ported to all parts of the world, and the 
subject of packing is made a special 
study to ensure that it absolutely suits _ 
every requirement. — 


These Documents Check and 
Re-Check Themselves 


When an order is received, it is sent 
from the manager’s office to the appro- 
priate table in the general office. The 
catalogue number of the article required 
is noted and the stock card for that 
article is withdrawn from the cabinet 
and the order priced. 

The clerk then enters on the stock 
card the number of articles to go for- 

ward (sometimes it is not possible. to 
send the whole of the order at once); 
she then balances up the card and 
stamps the order ‘‘recorded’’, then 
places the stock card in a tray and 
hands the order to the typing section, 
which is conveniently. situated at the 
other side of the office so that the 
dispatch documents may be prepared. 

By use of continuous Fanfeld station-. 
ery the typist prepares ‘simultaneously — 
an invoice, a-draft invoice, a receiving 
office note, an advice note and a pack- 
ing note. . — 

e which, as will be s seen later, is — 














The receiving office note, 













from the above, but in essence the pro- 
5 cedure is the same. 

The typist, having completed the 
documents, adds the invoice number 
and date to the order and sends all the 







‘her turn the clerk checks the documents 
against the order, enters the invoice 
‘number and date on the stock card and 
sends the advice, receiving office and 
_ packing notes to the stock-keeper in 
: charge of the section concerned. 

- The invoice and draft invoice pass on 
¿to a comptometer operator, and the 
order, provided it has been completely 
executed, is filed away in the “finished 
3 order’’ cabinet. 
































a How ; Rapernpleted Orders are 


-Dealt with 

re es not been possible to 
irely the order, details of the 
requirements are entered in 
the appropriate columns on the stock 
-card and the order is kept in an “open 
-order drawer. When new stocks have 
= been received and details entered on 
-the stock card, the order is taken from 
a drawer and the same procedure 





















2 The -comptometer operator extends 
e a eS „and totals on the draft 


> pac —— note and sends the material, 
Together with the three notes; to the 
_ dispatch department. Here the checker, 
after he has satisfied himself that the 
_ material is correct, sends the advice 
note to the office of the dispatch clerk. 
The receiving office note and the pack- 
ing note are kept with the goods until 
they are packed. When this operation 
is completed, the receiving office note is 
sent with the goods, and, after consign- 
ment details are added, the packing 
note is handed to the dispatch clerk, 
-who checks it against the advice note, 
to which he.also adds the consignment 
details. 
~The advice note is posted so that it 
arrives at its destination some time 
_ before the goods. The packing note is 
-returned to the accounts section of the 
_ general office whence it originally came. 
-In the accounts department the pack- 
ing note is checked once more against 
the invoice, and any consignment 
_ charges which were entered in the dis- 
patch | department are added to the 
-invoice and ara copy. The packing 







tore in question. 


cal poate) 


fay somewhat x epee 


` INTERCOMMUNICATING—AUTOMATIC— 
papers back to the sectional clerk. In 


LABELS FOR 


ee is nd the invoice and copy- 
$ 3 rack under the heading. 


the day the invoices - A KORDO — a 





TELEPHONES 








LOUD-SPEAKING—The Dictograph Tele- 
phone System. enables you~as Principal- 
by the merest flick of a key-to 


Get through instantly 
to any departmental 
member of your organiz- 
ation, without turning a 
dial, calling Exchange, ` 
holding an earpiece, or 
speaking into an unsanit- 
ary mouthpiece. 

2? Talk naturally to him, 
without raising your voice 
and without moving from 
your seat or even from 
your usual attitude. 
Hold a conference 

3 between several of your | 
departmental ‘“‘heads”’ 
without anyone leaving 
his department ‘‘leader- 
less’’. 



















SUBSTATION 
Hear their replies aloud — 
through a loudspeaker as- 
distinctly as if they were 
standing at your side. If 
you wish your replies to 
be for your own ear only, 
an earpiece is provided. 


Retain both hands free "oo 
to write or hold mre D 
whilst you talk, or even 
walk about the room or 
dictate your letters. 


Secure — ot 7 Pa 





—— 


l MASTER STATION 


DICTOGRAPH TELEP HONES Ltd poe — 
Head Office and Works: | 
Aurelia Road, Croydon To- 


London Sales Office: ABBEY HOUSE, WESTMINSTER, SW. ° 
Telephone: Victoria 5714 (3 lines.) 


BRANCHES LONDON, MANCHESTER, BIRMINGHAM, GLASGOW, DUBLIN, 
BELFAST, LEEDS, BRISTOL, NEWCASTLE, CORK, Etc. 











LARGER 


The difference in cost between a Mrge, well 
printed label and a smal one is negligible. 
The difference in advertising value is enormous. 


WIDER 


PUBLICITY .. TALK TO YOUR PRINTER @ 


about them and specify Samuel Jones - — 
~ NONCU RLING GUMMED PAPER ae 


Y — Ask. him alse to sand you, the LABEL BOOK. hk 
3 ambla Fou to order. your, dab 












PHOTOGRAPHY » BLOCKS 






e ‘Reference to records is quick and easy when 
‘you use “ROBIN” LOOSELEAF BOOKS. 


— Simpl glance at an alphabetical index, turn 


over the ] 
¿you require—on the spot. 

< Take advantage of this special trial offer: 
“Robin” Looseleaf Book with A-Z index 


e pages and there is the information 


and 200 leaves ruled faint, cash, double 
<: edger or for stock records for rol- on 
-seven days’ approval. 





= May we send you our 06-page 
ae illustrated catalogue ? 


J. W. RUDDOCK & SONS 
© LINCOLN : 





| branch. The summary, 
| in duplicate, ultimately f 








It may be mentioned here that all 
incoming invoices to the stores are also 
accompanied by a similar summary, 
which becomes a page in the stores’ 
bought ledger. 

Month by month each departmental 
manager at the head office in London 
is informed of the total value of his 
department’s stock, also the value of 
the material received and issued during 
the month. The latter figure is analysed 
to show the exact amount taken by 
each branch store. 


How The System Makes 
Pilfering Impossible 

It has been seen that during the time 
the goods are in the dispatch room the 
records of the transaction are in four 
different parts of the building. The 
clerk in charge of the office section has 
the stock card, the accounts depart- 
ment has the invoice and draft copy, 
the receiving office note and packing 
note are with the goods on the dispatch 
bench, and the dispatch clerk has the 
advice note. Without the collusion of 
officials in all four sections irregularities 
are therefore impossible, for alterations 
to a single individual note or incom- 
plete execution of the order would 
speedily be detected. 

A further advantage is the fact that 
one process cannot be completed until 
the document relating to the former one 
has been completed and received by the 
responsible person. Consequently, each 
department is pressing the other depart- 
ments in order to complete the transac- 
tion, and it is thus impossible for any 
order to be shelved and forgotten. If, 
for instance, the dispatch clerk finds 
that an advice note has rested in his 
rack a suspiciously long time, he imme- 
diately inquires as to the cause from 
the packers; if an incompleted invoice 
remains in the accounts department for 
long, inquiries are made from the dis- 
patch clerk from whom the packing 
note is required. Thus the work of one 
or more sections is held up if a link in 
the chain is broken, so if an accident 
does occur it does not remain broken 
for long. 

The stock card shown in the heading 
of this article is a singulaMly complete 
record. When the clerk has c#npleted 
the entries for the order in hand she 
places the card in a tray so that it can 
be examined by the sectional chief, who 
takes note of the stock „remaining, so 
that, if necessary, a further supply can 
be ordered from the works. 


These Cards Show Histories 
"of Stock Movements 


e 
The essence of this system of stock 








also gives details of the parts of the 
country in which the particular article 
it represents is being distributed, and 
the existence of these columns does 
away with the necessity for distribution 
graphs. Where stocks are temporarily 
exhausted provision is made for record- 
ing outstanding requirements. In itself 
the card forms a complete record and 
history of all incoming and outgoing 
materials. 

In a store of this magnitude stock- 
taking is a formidable task, yet never- 
theless it has to be done. As much 
preliminary work as is possible is done 
prior to the appointed day. Stock- 
books containing details of every item 
handled by the stores with the prices 
of same are prepared, and the senior 
stock-keepers are provided with the 
requisite quantity of numbered stock- 
taking cards. Every bin and stack has 
its card—the counting of stock gradu- 
ally progresses, alterations being made 
to the original figures in accordance 
with the movements of the material. 


On the final day all cards are collected - 


and passed to the section: il clerks in the 
office for checking against the stock 





card, Errors are investigated and put — 


right. 


in the stock books, and these are then 
handed on to the comptometer opera- 
tors for price extension and totalling. 
The system is such that, except for 
the period when the stocktaking cards 
are being checked against the stock 
cards, there is no interruption in the 
general work of the stores. 
Meanwhile, thë accounts 
has been busy 


works. As all material issued to the 
branch stores is charged at cost prices, 
it follows that the value of the stock at 
the commencement of the year, plus the 
purchases made during the year less the 
sales to the branch stores, must equal 
the total value of the stock according 
to the stock books. 


— ————— 


Here’s An Idea Any 
Firm Can Try 


firm of caterers in the United States 
A builds goodwill with those who deal 

with it in the following way. When- 
ever a bill is paid a slip is attached to the 
invoice, bearing the legend: ‘Thank you 
for the good service which has made the 
sending of this cheque a pleasure’ “We 


were laughed at in the early Mays of this cei 
courtesy campaign,’’ said an official who o eoe 
was visiting London, ‘‘but we find it much ; 
easier to get special service when we have 

big jobs on than do the people who 


laughed at us. ‘The courtesy is small, bu 
its good effect is large. 0 ono 
ee eee 


section os i 
agreeing outstanding | 
accounts with the branch stores and 










e 


reached the stock cards are marked. 
accordingly, the quantities are entered _ 



















SAGA and LIFE 
INSU RANCE Scheme . 


; By SIR HERBERT AUSTIN, K.B.E., J.P. ° 
=: Chairman, Austin Motor Co., Ltd. 


t is the | view of this company that 
Į peace of- mind among employees, 
arising out of a feeling of financial 
security is a definite business asset. 
‘That is one of the main reasons why we 
decided to install a pension and insur- 
ance scheme for the benefit of the male 
: members of our office staff. 
For a very low weekly contribution 
on their ‘part, supported. by a sub- 
stantial sum from the Company, mem- 
- bers of the plan receive a number of 
-important benefits, including protection 
of dependants should any member die 
while in our service, and an income for 
life for all members after the age of 65. 
Should any member die in less than five 
years after the normal pension age, a 
— of 5 years’ benefits is guaran- 
tee 
The scheme is arranged on a contribu- 
tory basis, the member contributing at 
a i rate proportionate to his pay: 
























* The Normal Pension Date is the anniversary of the member's entry into the 
Scheme which is nearest to attainment of age 6%. 


For example: A member enters the 
Scheme in Class C at the age of 22. His 
remuneration rises eventually to, say, 
4312 per annum, and he retires with a 
pension of {102 per annum, made up 
as follows: 


ies 





s, d. 

For 8 years in Class C @ {1/10 iz 0 0 

if » D@ £2 30 0 o 

+» 20 i » E @ £3 60 o o 
43 Total pension at normal 

pension date . . £102 0 0 


PE attend 


| oc important provision in the scheme 
is that of protecting members against 
F total and permanent disability. In the 
even member becoming totally 
nently disabled while in the 
the Company before he 











ments over a period at one of the 
following rates :—- 


(a) If the sum assured is froo, 
£2 12s. 6d. per month for 40 
months. 

(b) If the sum assured is over £100, 
£I 16s. od. per month for 60 
months per {100 assured. 


In addition, the member gets a refund 
of all his own contributions with 3% 
per annum compound interest, calcu- 
lated to date of disablement, together 
with such pension from normal pension 
date secured by the contributions 


already paid on his behalf by the com- 


ny. 
Should death occur before the full 


instalments of disablement benefit have} 


been paid, the present value of the 
balance would be handed over to the 
deceased member’s representatives. 
The Life Assurance benefit is an- 
other important 
asset to members 





| . Annual Annual Pension Wee Life „of the scheme. It 
cuss | amines | payable frora pormal, | Contbulion | Asmane |” provides them with 
exceeding | complete year inthe | member | the appro- a security of which 
appropriate Class priate Class | workers in their] 
ae s d. í category rarely 
oA 1 0 0 6d. 100 take sufficient ad- 
B 100 1/- 100 vantage. | 
Of 110 0 1/6 150 That, in the 
= z ; 5 ; A aon main, is the basis 
F 5 0 0 si. 500 of our scheme. 
G 710 0 7/6 750 There are, of 
H 10 0 0 10/~ 1,000 course, several 
J 15 0 0 15/~ 1,500 | other minor ad- 





vantages to mem- 
bers, such as being 
able to draw a pro- 
portionate part of 
the pension if they retire before the 
pension date is due, or being able to 
remain in our service after the pension 
has matured, but these are all matters 
of adjustment. 

The main thing is that we, as a com- 
pany, consider it a good investment to 
pay the major part to secure these 
benefits for our employees because we 
believe thaf by so doing better work 
will reflt: Nothing unsettles a man’s 
mind more than a knowledge of finan- 
cial insecurity and of helplessness in the 
case of serious accident. And this 
unsettled state of mind undoubtedly 
reflects upon the quality of work. In 
keeping with our policy, therefore, of 
giving all the assistance and encourage- 
ment we can to our staff to work well, 
we believe that with thé new pension 


e su and life assurance scheme we bave given 
the death of the member will ethem yet a further incentive to remain 


rable. “by monthly instal- with us and be contented. 








Gt Varmonth — 
and Contention, 


A few of the firms who have. 
taken advantage of the organ- 
ised service af 


Corporation so 




























of STOCKS, COSTING 
SALES, PERSONNEL 
An entirely new system which 
-~ combines complete visual control 
= — with the following advantages :— 
— 0 dt is essentially simple 
— — e Skilled employees are not required 
— . © Eliminates cumbersome written figures 
i = @ Gives facts and figures in a manner 
-striking in generaj significance and 
‘immediate in detail 


Be - Further details sent upon application to :— 


= L.C. SMITH & CORONA 


TYPEWRITERS LIMITED: 


: Melbourne House, Aldwych, W.C.2 













NH 


AT IS THE 


[Pronounced ADDRESSAWL) 






~ | A modern improvement in 
-Ħ | mechanical addressing meth- 
— ods combined with an up-to- 
-date filing & recording system. 


| TWILL... 

o | INCREASE YOUR SALES 
— | REDUCE YOUR COSTS & 
ENSURE 100%, ACCURACY 


throughout your whole organization. 
* a 









| ADDRESSALL 
MACHINE COMPANY 
: 266 HASH HOLBORN, wa.r 


HOLBORN 379! 







Enquire the advantages 
of the 


* 


in the New Year 







¥ li 









p S SECRETARIAL. 
"eC EN TRE 

- to undertake secretarial | IZ 

ntits of any oifanisation T 


o Phone Chancery 7727. 









(Continued from page 9) 


end of the week a comparison is made 
between the hours allowed for the work 
performed and the actual time taken. 
the profit made on the week’s work is 
divided, twenty-five per cent going to 
the firm and the remainder to the oper- 
ator. We find that this method, besides 
affording a valuable incentive to the 
operators, also enables us to keep our 
production costs at or below estimate. 

For departmental foremen we employ 
a different method. In addition to a 
weekly salary, we pay a monthly effi- 
ciency bonus, calculated by comparing 
departmental costs with a pre-deter- 
mined standard. This eliminates un- 
necessary expense, controls the use of 
indirect shop materials, reduces shop 
overheads, and tightens up supervision 
generally. 


+ 


6, How do you ensure generally a 
minimum wastage of material 
and a maximum usage of 
spoiled units or scrap ? 

ith regard to direct materials, 
economy is controlled as previously 
mentioned by our drawing office sys- 
tem. But to eliminate wastage of com- 
monly-used indirect materials, such as 


soap, soda, oil, cleaning rags and a | 


multitude of other items, we have an 
arrangement whereby expense in this 
category has a definite effect on each 
foreman’s efficiency bonus. A standard 
expense for the week is fixed in ad- 
vance, based on previous figures. This 
is compared at the end of the week 
with actual cost. Each foreman receives 
& statement of results weekly, and if 
any man finds that his costs are up 
for the first week of the month he will 
naturally do his utmost to reduce 
expenses during the remaining three 
weeks so as to earn.a hundred per cent 
efficiency bonus. ~ 

With regard to the usage of scrap, 
we employ one man, full time, investi- 
gating the possibility of recovering all 
spoiled work. Everything rejected by the 
inspection department passes through 
his hands, and in addition he receives 
lists of redundant materials and com- 
ponents lying in the stores. It is his 


duty to act as laison officer between 
factory, stores and designs, in order that 
no work or material shall be scrapped 
unless it is absolutely unavoidable. 
This man regularly saves the firm 
thousands of pounds annuallY, and is 
paid a bonus on results. 



















For Management | 












OM 

There are four hundred 
sizes of GUELPH Cask —. 

giving a range of capacities 
varying from 600 to 12,300 
cub. ins. Wouldn’t one be 
suitable for your product? ~ 









See our exhibit at the British Industries 


Fair commencing February 19th, 1934 
Stand G.31 


The 


GUELPH 
WEST FERRY RD. 


MILLWALL E.14 
PHONE: EAST 027 


fat Manchester, and Scotstown, Quebec, Canas i 














===; DISPUTES — 
ON PAY DAY 


USINESS houses are eliminating un- 


leasant wage disputes by employing. 

LANCASTER’S NEW PAY 

WALLETS —the really efficient pay envelope. 
Employees can check their money—even. 


handle their notes, without extraction and 


without. tearing the wallet. — 
In case of a mis-count, wages can be easily... 
checked without opening;the sealing being. 
absolutely secure and permitting of wages 
being — up and sent any distance with- 


Yet LANCASTER pay wallets are with 





* 


ractice speedier than the ordinary trans | * 
parent — because notes need not aS —— 


Free sample Wallets | 
and Prices on request. oa 


LANCASTER BROS. & CO. 


Cash Bag and Envelope Specialists — a 









~NEW BOOKS 


For The Business Man 


Works Managenent Education, by T. H. 
"Burnham, B.Sc., B.Com., ete. (Pitman S, 
78 6d.). 

. Management has become a profession; 
therefore it demands a specific prepara- 
tion. Progressive firms are now attaching 
more and more importance to the train- 

ing of staff. This book, therefore, the 
ir of ; kind to devote the ‘‘Case 
Syste works management is particu- 
. It is definitely a work 








xy the executive concerned 
any way with the management of better 
ining of works personnel. 


Printing: Rs History, Practice and Pro- 
ress, by H. A. Maddox (Pitman’s, 58. 


n t). 

This second edition of Mr. Maddox's 
‘Printing’, brought up to date, is written 

the clear and informative style familiar 

h all accustomed to his articles in the 

trade journals. It is intended for that 

_ rapidly-increasing number of business men 

; rested in printing and its develop- 

» in many ways. 

mi: the. brief. historical sketch and the 




















ming of last century, letterpress printing 
in all its diverse phases is explained to 
present. and potential print buyers in 
n easily-understood and freely-flowing lan- 
guage. 

oo. Type differentiation, hand and mechani- 










= àl composition, type-setting and equip- 
< ment, linos, typos and monos; stereos, 
: electros, zincos, with line blocks and the 
x respective methods of production, and de- 
-scriptions of machines, are rapidly and 
simply explained. A chapter on “paper” 

and a good ‘index are very helpful. 
Fifty-eight illustrations and tables of 
type faces and measures, and specimens 
ot various founts and half-tone screens in 
common use assist the reader. 


Practical Commercial Travelling, by 
Ronald T. Lewis (Pitman’s, 3s. 6d.). 

A useful handbook of information writ- 
ten by a commercial traveller who has had 
many years of hard experience. — 


; The Basis and Essentials of Spanish, by 
Charles. Duff. (Desmond Harmsworth, 


38. 69.). 

This is the third of a series of books 
on modern languages in which an entirely 
new method is offered. Containing gram- 
- mar, idioms, vocabulary, reading matter 
_ and an introduction on learning Spanish, 





n ition, to be used in connection 
e t-books, or for revision. 


wn of its later progress at the begin- 


it will be found of great assistance either — 


mercial information. The facts contained 
in its 500 odd pages will be found invalu- 
able to business men to clear up the 
doubts and difficulties of everyday busi- 
ness routine. 


Practical Book-keeping, by <A. H, 
Winterburn, F.C.1.S. (A. Brown & Sons, 
Ltd., 3s. 6d. net). 

For elementary and intermediate stu- 
dents this is a valuable book. The author 
is Commercial Master, Clerk to the Gover- 
nors and Secretary of the Hymers College, 
Hull, and is lecturer on Book-keeping, 
etc., at the Hull College of Commerce. 
The book covers the syllabus of the Ele- 
mentary and Intermediate Examinations 


in Book-keeping of the Royal Society of | | 


Arts, the Junior Commercial Examination 
of the London Chamber of Commerce, and 


of the School Certificate Examinations of | 


the Universities of Manchester, Liverpool, 
Leeds, Sheffield, and Birmingham Joint 
Matriculation Board. 


Paper, by H. A. Maddox (Pitman's, 


38.). 
A history of paper-making from the 


time of the early Persians to the present | 


day, and a complete survey of paper 
manufacture, its sources and processes. 
Iustrations of machinery and methods 
are extensive, and there is sufficient modi- 
fication of trade and technical terms to 
make the subject intelligible to the non- 


technical reader. 
1934 Companies Diary and Agenda Book, 


by Herbert W. Jordan (Jordan & Sons, 
Ltd., 4s.), contains complete diary with 
notes on British Company Law and Prac- 
tice, stamp duties and registration fees. 
Particulars of annual returns required 
under the Companies Act, and Inland 
and Foreign postal regulations. Complete 
with calendar for 1935. 


Successful and Happy at Thirty, by 
N. Casson (Efficiency Magazine, 
18.). 


What Every Clerk Should Know, by 
J. J. Stark (Efficiency Magazine, 1s.). 


Business Under the Recovery Act, by 
L. Valegstein and E. B. Weiss (McGraw- 
Hill, ,8s.*6d.). 


Modern Industrial Organisation, by 
Herbert von Beckerath, Ph.D. (McGraw- 
Hill, 245.). 


CORRECT ION 


Guide (Tenth Edition) . _ that : The. 


ok does not. convey 


sefulness, It is really ` 
3 — of 





by R. SIMMAT, MA 
Author of “Market Research” j 
and “Personal Salesmanshi#’: 


— new book defines the basic’ principles - 
of marketing, and shows how they tan be 
— — ell ty OF branded ma un 








$ ads 
eee boas, "izje 6 net 


published by "PITMAN 
Parker Street : Ringewsy 
London, Ww. E. a : 

















Exhibitors of 
Business Sup- 
plies or Equipment 
at the Fair should 
send for’ par- 
o ticulars of 













> BRING THE PRINTING 
-PRESS TO THE WORK— 
-INSTEAD OF THE WORK 
TO THE PRINTING PRESS 


a The Langapres is an office 
printing machine that is used 
or printing and overprinting. 
= Many jobs which are not 
= worth sending out can be 
: done in the office. Print and 
overprint your own labels 
and cartons, your station- 
ery, letterheads, etc. 
Jse the Langapres as an ad- 
unct to your existing plant, 
yr to your printer's service 


The“LANGAPRES” 
The Modern Office Printer 
| ANG a —— 

AYDEN LTD 


sendan outfit on approval 
-BUSH HOUSE ALDWYCH · WC2 
a a Telephone > Temple Bar 3253. 
SEE US ON STAND B25, B.I.F. OLYMPIA 
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a at 
— + se 
— ; yi O He x Aare: 4 “Empire” 
: y a A eh a ah re 
Oe ct Chain Link Fenee, 
7 een British make, of tough 
ee “en as Dea ” Galvanised Wire, is i 


l to , Toads, factories, tennis 
— courts, 1 A ahoi heights from Sit., Zin. mesh at 
opp 25 yd. roll, without posts, 14 gauge. Other sizes 
— and meshes on application, Send for ast NFL. ros. 
— PARKER, WINDER & ACHURCH, | Ltd. 
E -Fencing Contractors, BIRMINGHAM | 


5 LONDON: 8 Gt. Marlboro’ Si, WÈ. 
| seat TER, LEICESTER & ‘COVENT RY 


EM PIRE FENCE 











SOLVED 
A Marketing Problem 


ing hot drinks, the novel feature of 

which was that the saucer served the 
alternative purpose of a lid, it is prob- 
able that you would have some diffi- 
culty in marketing it. 

The price you would expect the pub- 
lic to pay would not provide a margin 
big enough to justify a big advertising 
campaign. On the other hand, it would 
be necessary to launch it on a wide scale 
to forestall imitation. 

Wedgwoods, the well-known pottery 
concern, found themselves facing this 
difficulty. But they overcame it, and 
very successfully, in an ingenious way. 
Aiter arranging for full production, they 
arranged with the great firm of Cad- 
bury’s to advertise it nationally, and 
for the well-known department store, 
Heal’s, to sell it retail. 

The first announcement of the new 
product gave only a hint that it was to 
be the subject of a premium scheme. A 
full page in a national weekly an- 
nounced "Wedgwood's New Idea”, a 
beaker with a double-purpose saucer, 
sold for 1s. 6d. at Heal’s. 
of the announcement were the words: 

“Further particulars will be issued by 
Cadbury’s.”’ 

A few days later the big nationals 


| f you had invented a vessel for serv- 


carried announcements of ‘‘Cadbury’s 
The beaker that cost 


wonderful offer’’. 
ts. 6d. could be had free with a half- 
pound tin of Bourn-Vita costing 1s. 5d. 


Gave Retail Trade a 
New Line 


Orthodox opponents of gift schemes 
would say that this is an illegitimate 
traffic in another trade’s goods, that the 
chinaware shop is being robbed of its 
due profit. But in fact Cadbury’s enter- 
prise is providing for a branch of the 
retail trade a new line which will con- 
tinue to sell long after the gift offer has 
expired. Many people who read these 
advertisements will prefer to buy the 
beakers instead of qualifying for them 
by buying a beverage—many more, 
certainly, than would have heard about 
the new vessel if it had not received 
the publicity which Cadbury’s are 
giving it. And earthewware vessels 
break and need replacing. è 

Two hundred extra worke®% hed to 
be engaged by Wedgwood’s to make the 
beakers—-600,000 of them—and for the 
first time in the history of this famous 
pottery, mass productioh methods had 
to be employed. It was the largest 
single order Wedgwood’s have ever 
received. 


The first gnnouncement of the gift | 


appeared on a Friday. By the Monday 
-evéry one of the 600,000 — ha ag 
been disposed of. 





|Co- „operativ ve Idea n 


At the foot 


| stant Street, Birmingham., 4 
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ELECTRIC 
CLEARANCE .. 


MARCHANT 





"MASTER OF MATHEMATICS” 


CALCULATING MACHINES — 


The 100% electric calculator that is Indispensable |. 


to every business o Every operation is per- 
formed electrically and automaticaly, obviating 
the need for trained operate 


The Marchant will speed up your clerical work, 


reduce — and eliminate expensive mistakes. 

G n every 

stration and onl will coat you nothing. 

Full particulars from 

MARCHANT DIVISION | 

L C SMITH and CORONA TYPEWRITE 

Melbourne. — Ald rych, 

TRLEPHORR: as 





INCREASE EFFICIENCY — 


© 


SUpERSOR®| 


The unique green blotting with 
a big price saving 
474X224 
į Ream 6/6, } Ream 12/-, 1 Ream 23/- 


Carriage Paid 
Send for Samples TO-DAY 
IT WILL PAY YOU 


E R | 8 Specialists 








respect for one year. — oP n 5 











s USINESS men are in business to 
a money. Every penny they 
spend is spent with that end in 
it — — does its work, if 





~a-crown an hour. His 
ufficiently important: it 
ng in a return conimensurate 
penditure. It would not 
-There must always be a 
ween the wage paid and the 
alue. work performed. 

Yet business men who would laugh at 
— the very idea of paying such a wage to 
< an office boy do actually waste scores 
< of thousands of pounds every year in 
-exactly this way—-paying too high a 
price for work done. 





















To pay a man {10 a week and set 
him to handle routine work which 
a machine or a junior would do 


equally well is just as uneconomic. 


as to pay the office boy 2/6 an 
hour. 


_. High wages and salaries? Yes. Pro- 
Bae vided you get the value in work, high 
< wages pay the employer. 
ee Output, ‘not salary paid, is the 
measure of your workers’ value to you. 
voman may be absurdly 
— week, while another 








hour. 


Take the case of two shorthand- 
typists working side by side in the same 


office, each paid £2 tos. a week. Miss 


A. types 500 lines a day, Miss B. 600 
lines. Miss B.’s typing is cheaper than 
Miss A.’s—she produces more. 

Supposing Miss B. suddenly increases 
her output to 1,200 lines per day. What 
follows? She has halved the cost of 
her work: the salary you pay her is 
bringing you in twice as much. 

Take your own case, Supposing you 
could save one hour per day. You 
could do more work in the same time: 
in other words your time would be 
worth more because it would give a 
bigger output of work. 

These are not fanciful, imaginary 
instances. They show what actually 
will happen if you install The Dicta- 
phone. The output of the typist is 
instantly doubled, so that the typing 
she does costs only half as much. You 
save an hour a day and increase your 
own personal output—far more valu- 
able, of course, than the typist’s—by 
just that anfount. 

Note {hat neither you nor the typist 
need work any harder. You simply 
save time—you utilize hours at present 
wasted and devote them to productive 
instead of unproductive effort. 

To pay your typist for writing short- 
hand is just as illogical as it would be 
to pay the office boy half-a-crown an 


Shorthand prod ae noth. but 
wastes time, and- £0. 
or. Write the ty 



















as much tye. orx 
saves to useful 
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half- -a-crown H 
Incidentally, 
Dictaphone, ~~ 
appearance and 4 
tive revelation, Try. z 
desk, in your own. daily work, at 
expense and without any obli 
until you are satisfied that it really 
help you. — 
Write to-day for FREE Progress’ — 
portfolio of photographic studies. — 





THE DICTAPHOWNE CO. 

(Thomas Dixon = ¢ Managing Director) EES Nose 
KINGSWAY HOUSE, KINGSWAY, W. ca — 
And at Manchester, Birmingham, Glagow, Liverpool BESS a a 
Bristol, Leeds,  Newesrtleon-Tyne and Dublin F 


— 








POST THIS COUPON N ow A 

JHE DICTAPHONE Co- Ltd. E 
Kingsway House, Kingsway, Londen, w wga ae 

Please Send new book, “Progress”, free 













TZONTAINERS 
— PACKING COSTS 


When you send goods by LM § 
} Container your packing costs 
become practically negligible. it 
is really only a matter of carefully 
stacking the goods inside the Con- 
tainer—advice on the method of 
packing special types of goods will 
be given by LMS experts. Both 
In labour and In packing materials 
you save enormously. 





































There is practically no chance of 
breakage or pilferage. As soon as 
the enamelled ware, stoves, cycles, 
paint, boots and shoes—or what- 
ever the goods may be—are packed 
in the Container, it Is taken by 
fast road vehicle to the nearest 
L M S depot. On arrival at its 
destination station it is delivered 
forthwith at your customer's 
premises. An additional precau- 
tion against pilferage can be taken 
by locking the door of the Con- 
tainer and posting the key to your 
customer. 


Goods sent by L M $ Container 
arrive at your customer's exactly 
as when they left your premises— 
in perfect condition—door to door 
without any intermediate handling 
whatever. 


by L M S Containers you should 
get into touch with your local 
LMS Agent or write to the Chief 
Commercial Manager, Department 
B, Eustgn Station, London, N.W.1 





. — 
YOUR GOODS IN 








For full particulars about transport | 


u Phone: Victoria 1095-1046 oe 








‘Ask for Particulars 








OF THE ERICSSON 
RENTAL SYSTEM 


if you are interested in the subject of telephone rental you'll obtain 
some useful and enlightening information in the special literature 
and quotations dealing with the Ericsson Rental System, in which 
everything is fully explained. 

Clear speaking, efficient, foolproof, the Ericsson telephone puts 
your business on your desk—directors, secretary, accounts, 
warehouse—all at your finger tips. 


ERICSSON TELEPHONES LTD., 
67/73, Kingsway, London, W.C.2, Telephones: Holborn 3271/3 


































™ BRITISH : 
TELEPHC 
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“BIZADA” is the original British Visible System, and 
has been on the market 21 years. As manufacturers 
selling direct to users, we have learned to anticipate the 
publics requirements. Our experience costs you 
nothing. May we help you? 


I. ACCOUNTS DepaRTMeNT. To keep better and quicker 
ledges records. 


-P Wors OFFICE. 
indicators. ⸗ 


3. SALES DEPARTMENT. 
kept constantly under notice. 


Control of stocks by means of visible 


Customers who are not ordering 


* Write for further particulars. No obligation—obviously. 


CARTER -PARRATT Lid. 
Abbey Honre, — A ST." 





Works : Wickford and Bath ; - J 











Complete Journal of 
* WHICH AT VARIOUS TIMES HAVE BEEN CORPORATE : 


“THE JOURNAL OF COMMERCE,” “MODERN BUSINESS,” 
TrM ” "BUSINESS ORGANISATION AND MANAGEMENT.” 





Vol. LXIV 
Ne z 








MANAGEMENT OUR POLICIES for PLUS Sales in 1934 - - - ~- BAR, ZOCCOLA 
Managing Director : Parker Pen Co., Ltd. 


Policy, Finance STOCKS Reduced, TURNOVER Increased by Forecasting - by H. e 








A.LS.A., ATB., Budget Controller: The Jaeger Co. Etdy — — : a 
How other Executives Manage - ~ : ‘ - 8 OR ova n 


Director : : British Rolling Mills, Zid. 
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The Broader View - x a Š f 


by ROBERT R: UPDEGRAFF no 


Can We Continue This TRADE Rise ? g : à - by THE EDITOR sao o 








The TREND of Trade for February — 

ELP YOURSELF TO This New SERVICE - - <A Free Offer — Should Not M s 
‘Market Day’ for All Who Want New Business -o The 
Business Books you should Know About =- - - 









A Hundred Thousand More Cycles This Year - - - by G 
Publicity Manager: Hercnias € 


ONE Campaign Which Sold TWO Products - > + — 


selling, Advertising | 
— IDEAS That Have INCREASED Salheæs-- 


$ 


ODU CTION Short Cuts in The Factory Which Build Ford's Profits 





yuipment, Methods These Plans Cut 40% Off Our Working Costs- - - 


Technical Director: Claett : 


Time-Saving IDEAS For The Busy Manager mm “i - a i 


OFFI CE PRACTICE £3,000 A Year Off The STATIONERY Bill 


Equipment, System A New Shorthand-Machine - ~- ~- Boe g *. 
FOUR Time-Saving IDEAS From a Busy Office 

Why Not Use the SLIDE RULE- =- = = = = ROGER SNELL Vo 
Among the Latest in Business EQUIPMENT ~- = = = * Illustrated "30 — 


qw 


$ 
$ 


* 
$ 
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i < Mustrated 28 — 












BUSINESS Published by Shaw Publishing Co. Ltd., 


Subscription rates:—~15/- a year post free, United Kingdom and Continent; 20/- a year post free, Overseas: Single copies — 















or plain shades | 
10 / 6 EACH or plain shades 
(including two 


collars) 1 7 / 6 EACH 


Garments made to measure subject to 
special —— — 





coñ 


Sold by leading THOSIERS, gon ETE! 
AUSTIN REE 
Ask for and see you get” i —* 


if an difficulty in 
16, tas nea 





6, Carmelite St., London, E. Cu. . Telephone: Cent ral 9803. : S 


post free 1/3, United Kingdom and Continent; 1/6 Overseas. All rights of translation and —— — reserved. — — a 


in Mriped designs 
















| With an Ecry Speep-Frep attachment fitted 
| to your own typewriter, and accommodating 
_ EGRY CONTINUOUS STATIONERY, your operator 
Is enabled to produce almost twice the amount | 
of work through the convenience and speed of 
operation afforded by this inexpensive device. 
4. All unproductive effort is eliminated, the 
| carbons and forms are fed automatically in 
-| registration into the typewriter platen. 
| Made to fit all standard makes of typewriters 
and accounting machines, it snaps on or off in 
= a second, thus the machine may be used for 
ordinary purposes one moment, and converted 
into a Billing machine the next, for handling 
Invoice, Delivery Note, Works Order and other 
multiple sets of forms. 























Ask also for particulars of the 


EGRY MANIFOLDING REGISTER 
FOR HAND-WRITTEN FORMS 


= EGRY Loto. 
-WARPLE WAY, ACTON, LONDON, W.3 


ae TELEPHONES : —— 
‘SHEpherds Bush 3377 (3 lines) EALUX, LONDON 
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A / X 
ma ENCOURAGE PUNCTUALITY 


WITH CLOCKS THAT ALWAYS ` 
SHOW CORRECT TIME 










| 7 ESTABLISHMENT] 
A — ‘A LANDMARK 


; HE truly effective advertising sign attracts every stranger without ever becoming 
too familiar to the regular passer-by. It is a Smith’s Synchronous Electric Clock 
of appropriate design. Plugged in to Greenwich time, and therefore always 

accurate," it creates goodwill; and since it is driven by the time-controlled A.C. 
electric mains no one ever has to wind it up or regulate it. Running costs, even 
of illuminated models, are insignificant, while the advertising vajfe is immense. 

2 In offices, shops and factories, the automatic accuracy of Smith’s Synchronous 
__ Electric Clocks promotes punctuality and efficiency, reduces loss of time and stops 
arguments about “Which clock 19 right?” Models for commercial and private 
~ use are stocked by Jewellers, Electricians and Radio Dealers’ and special designs 
< are made to order by arrangement. 


- SMITH’S ENGLISH CLOCKS LIMITED 
See Cricklewood Works, Cricklewood, London, N.W.2 ea 
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LONDON | 
NEWSPAPER PRESS 


comprises over -630 ‘pages and ‘gives 


geographically and topographically and 
classified appropriately. It also contains a 
great deal of general trade information, 
and articles on advertising and journal- 
ism. As a supplement to this guide a 
Newspaper Map, printed in five colours, 
showing the towns where papers are pub- 
area EE \ ovesviaina AND lished, and distinguishing between those 

PE ba = vith one paper, mòre than one, and those 
publishing dailies, is issued with the 
Directory. 






SPECIAL 
CONTRIBUTION 






TO THE PUBLISHERS, 
THE NEWSPAPER Piss DIRECTORY; = 
. MitcHELL Hovusk, 1-2, Snow Hitt, 


m LONDON | . ECAI: 
4 


ee a — 
POST 5) 
FREE D'e 
oo ee Please forward One Copy of “The Newspaper 
Press Directory”, 1934 Edition. | 
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detailed information about newspapers, 
magazines and trade publications of the 
Empire, together with those of the principal Alen : 
foreign countries. These are arranged = < 
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Our Policies For . 


or everybody. But to get the full 

force of the icy blast you had to 
be selling nom-essentials. Then the 
draught caught you right between the 
shoulder-blades. 

It is true that the semi-luxury trades 
felt the effect of a slump late. For 
instance, we made our peak sales in 
Great Britain and Europe during 
1930, although the Wall Street crash 
came in November, 1929. But by 
1931 we were in the thick of the 
trouble; in the following year things 
were still worse. 

Our pens have one unfortunate 
quality from the sales point of view 
during a slump—they can be made to 
carry 6n almost indefinitely. Also 
they were expensive compared with 
mary other fountain-pens. There are 
still business men walking about 
unashamedly with pens which are 
really museum pieces. The design, 


Te last three years have been hard 
f 
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PLUS Sales 


By 
A. R. ZOCCOLA 


Managing Director 
Parker Pen Co. Ltd. 
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the colouring and everything else 
about them is obsolete. But they 
still write beautifully. Therein 
lay our sales tragedy. 

The position which faced us in 
1932 was serious enough. Our 
factories were short of work; we 
were touching only 60% of our 
former sales in the high priced lines. 
These sales we could not hope to push 
much higher. The problem was to 
hold them where they were. At the 
same time there was a 40% sag to be 
made up. The big problem of the 
40% sag is left to the new and less 
expensive lines. 

In this range we brought the price 
of the Parker pen down from the old 
minimum of 21/- to a new minimum 
of 12/6. e made the same reduc- 
tion possible with new pencils. 

Bet Wwe did not call these new lines 
Parker Duofold lines; they were just 
plain Parker’s. Nor are any of our 
special services to the purchaser 
included with them. 


Seven Possible Ways to Stim- 
ulate a Market 


There are seven different, ways 
known to me of meeting this particular 


®marketing problem : — 


Á 


This Year 


1. You can cut prices and reduce 
the quality of the article, which 
would probably be fatal to the 
prestige you have built up by 
years of effort and expenditure. 

To cut prices without reducing the 
quality would be almost impossible, 
more particularly as our production 
and sales are world-wide. 
2. You can produce a cheaper 
line and sell it under a different 
brand name. 

While this has been done bril- 
liagtly by many concerns, notably 


by Lotus shoes with their Delta* 
lines, it did not seem tobe suitable x 


in our case, since so much had been 
spent on making our own brand 
name a household word. 3 


3. You can introduce a cheaper 
line under your own name. But 
again you may damage the 
reputation of your expensive lines. 
4. You may add an additional gift 
or service to your expensive line. 


This will help you to sell to the 

already shrunken market with 
which you are contending, but it 
is unlikely to tap a wider market. 
It is hardly likely to keep your 
factory running full time. 
5. You may introduce a second- 
ary line which ties up closely 
with the original line and can be 
sold with it for gift and other 
purposes. 

In our field this has already been 
dong by the addition first of the self- 
mean Be Se pencil, and secondly of 
the special ink-stand. So this way 
of escape is really closed to us. 





bsolete. | 
In the case of a fountain-pen, the 
: design can be changed only in rare 
instances. . For the fountain-pen is 
not in the fashion class. Indeed, men 
users strongly resent the intrusion of 
the fashion element in their business 
equipment. 
7Nou may find an entirely new 
sales channel through which you 
~ — Can sell more of your lines. 
The. most painstaking care has 
failed to show us any new sales 
- channel available that will not con- 
flict with our very wide distribution 
_.. through the specialized pen shops, 
the stationery trade, the bookselling 
trade, the fancy goods trade and the 
- high-class. gift. shops. 


It is possible to combine two or more, 


these policies. This is what we 

ded to do in 1932, when the world 
peared to be giving up the habit of 
ying fountain-pens once and for all. 















s is the Plan We Chose 
-To Follow 


olved on the following new 
ig policy to meet the situation : 
. The introduction of less expen- 
sive lines, to be marketed 
through the same retail channels 
as our present expensive lines. 

The addition of three special 
ervices for the customer with 
ach of our expensive lines. 

A special service to the retailer 
which could be tied up with the 
volume of his sales of Parker 
oo. Pens, 

Of the success of this three-pamt new 
I need only say one thing. Our 
dest are again only a fraction 








These 


cheaper lines of a formerly expensive 





_by 17% on last 
It is always a- sle 
product. Particularly if you are seeking 
no new channels of distribution. But 
the results so far have been most 
encouraging. There can be no question 
that we are building up a very heavy 
volume of sales in these new lines. For 
our agents are now able to.compete with 
any of the less expensive lines of our 
competitors on equal terms. 

The actual selling of these pens we 
have left to the retailer, backed by our 
advertising. For it is the expensive 
rather than the cheaper lines which call 
for maximum advertising support in 
these days. 

The second part of our policy was to 
put extra impetus behind the expensive 
lines. This we did by offering three 
fresh services to the purchaser. 





We Insured Users Against 
Loss of Pens 


The first was a free insurance against 
loss and theft, for a period of two to 
three years. Our competitors prophesied 
that this would sink us. But it has 
proved a big success. 

Here we came across a curious prob- 
lem. We could not successfully use the 
word ‘“‘insurance’’, since that has 
become rather soiled owing to the 
limitations of certain newspaper policies. 
So we called it “Free Replacement’’. 
The expensive lines quickly reacted to 
this powerful dose of oxygen. To-day 


‘our only difficulty is to get enough 


retailers to push the services. So many 
retailers are loath to use sales aids like 
this. 

Retail selling can be divided into 
three grades, only the second of which 
is admirable. The first is the mechanical 
distribution or order-taking which loses 
us so many sales. The second is the 





Are The 


SALES-WINNING POLICIES 


This. firm markets a non-essential product. It there- 
~ fore faced a high sales resistance among purchasers 


due to the stringent times. 
The policies below have already ‘picked 


~ be incredseq? 


How, then, could sales 


up the slack’ and show great promise for 1934:— 


Three special services to customers: : 
Free replacement of lost pens; Free 


l. New lines to sell at a lower popular price e 


E 


Overhauls; Good Cash Allowance on 







value of sales. 
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ld pens if new ones bought. 
3. To Agents, Free Life Insurance to the 


Have you considered introducing new models, new — 
prices, additional sèrvices, fresh *dealer-helps or To do 
to. boost 


YOUR Sales? 








è old model 





ful in Denmark than anywhere else, and — 
we have done well with it in France, __ 
Czecho-Slovakia and Holland. In Eng- 
land it has been successful only so. far. 


as the retailers have used it. Those. 
retailers who made up their minds.-to 
use it have materially increased their 
sales. But many of them keep it a dark 
secret, regarding it merely as another — 
form to fill up., In other words, aco 
damned nuisance! | se AE 
Our second service is an offer.of over- o 
haul and adjustment free to purchasers. 


Free Service of Pen Overhaul 
„ oS to Purchasers == >o 
This brings the customer back into 
our agent’s shop, so that it gives an` 
opportunity for further sales with every 
visit. At the same time, it shows the 
customer the value of an occasional- 
complete overhaul of the pen. For this 
service the retailer is entitled to charge. 
2/-; and, of course, every visit for an- 
overhaul is keeping the customer in 
touch with the retailer, and making: 
him a friend. This service has becom 
extremely popular in the trade. A larg 
proportion of our retailers realize 
a little bit of free service offered 
sprat to catch a mackerel. It not 
makes the sale of the pens easier, i 
encourages the purchaser into becomin; 
a regular customer at the shop. > 
The next service was designed to jaz: 
up the slack month before Christmas 
It is an effort to meet the problem t 
which we referred before, which affects 
the makers of all good serviceable- 
mechanism—the tendency to prolong- 
life. — 
Studying the way in which the motor... 
industry and the radio industry have = 
met this problem, I was impressed by 
one fact. Nothing else but the purchase- 
of the old model will ever get the new 
model sold in many cases. But unfor- 
tunately neither the motor nor the radio | 
manufacturers have any control over ©- 
the price at which the retailer buys. If 
one dealer offers you £20 for your old” 
car, you can probably find another who 
will offer you £25, and yet a third who 
will offer you. £30. In other words, it 
is practically impossible to control part < 
exchange prices in these industries. 


We Had to Withdraw Old = = 
Pens from Users o 
The fountain-pen, however, iš — P 
smaller and a less highly competed 
article, So we put into operati on a con.” 
trolled part exchange plan. We were 
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inued on page 34) — 


MANAGEMENT - CONTROL - POLICY 


Stocks Reduced 





One of the important points in this plan is that each retail branch 
manager fixes his own budget in personal collaboration with the budget 
controller at head office. This induces far better results than arbitrarily 


thrusting head office-made quotas upon the managers. 





t the end of last year a critical re- 
A view of the retail side of the busi- 
ness convinced us that our position 
could be considerably improved by a 
tightening up of certain major factors. 
I might mention that there are. two 
sections to the Jaeger business: one, 
the wholesale, in which we supply the 
independent retailers throughout the 
country who are our appointed agents; 
and, two, the retail, which comprise 
our own retail Jaeger shops, supplied 
and run by ourselves. 
The wholesale section naturally forms 
the greater part of our business. We 
have, however, twenty-five shops of our 
own, and the sales forecasting scheme 
„briefly described here at present applies 
only to this retail section. It has, how- 
ever, worked so extremely well in prac- 
tice that we are even now devising a 
means to apply it also to the wholesale. 
The review directed last year at the 
retail part of our business revealed to 
us that, generally speaking, our stocks 
in hand were too large and the rate of 
stock turn too low. We decided that 
by a system of sales forecasting—budget- 
ing—we could not only work more pro- 
fitably on a narrower margin of stock, 
but that we could also increase the speed 
of our turnover by more definitely separ- 
ating the various sections and keeping a 
more ‘‘sensitive’’ control over each. 


How We Secured More 
Accurate Control 


This delineation of the various sec- 
tions was essential, as obviously the 
gross average turnover of a branch was 
not a sufficiently accurate guide by 
which tę judge its progress; the indivi- 
dual turnover speed of the different sec- 

tiéns varies too much. For example, 
a yearly turnover of 12 times for certain 
ons may not be enough, while for 
derwear 6 times might be quite goo® 

In devising our new plan of sales 

. 


Turnover Increased 


By 


Accountant 


= forecasting we 
had in mind 
two facts :— 
1. That sales 
forecasting 
gives a depart- 
mental mana- 
ger a complete plan to work on. It 
gives him a definite standard for each 
of his departments and enables him to 
see, as the year goes on, how his actual 
results compare with the standard. It 
also gives head office a_ similarly 
definite control. 

2. That control of every other depart- 
ment of the business is affected by this 
forecast of sales. 

Suppose, for example, that in the 
sales forecast one section is allocated 
to sell {2,000 in February, £3,000 in 
March and {4,000 in April. Now the 
sales manager can try to live up to that, 
or at least he can be guided by it. But 
this allocation also controls other 
things: it means that deliveries into 
stock for that section must be planned 
so that they will be sufficient to meet 
these sale requirements, and that stock 
at all times must be large enough for 
safety, but not large enough to lock up 
capital unduly in merchandise that is 
difficult to move. ; 





The forecasting plan gives each 
branch manager, MONTH by 
MONTH a definite standard 
of turnover for each of his 
dépdrtments to reach. Each 
month, also, head office control 
checks ahd assists each man- 
ager to achieve his quotas. 
The plan is thus „continuously 
progressive ` 
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This Simple 


FORECASTING Plan 


By H. ARNFIELD, A.I.S.A., A.I.B. 


and Budget Controller, The 


Jaeger & Co. Ltd., Retail Section 


In the same way, too, the sales fore- 
cast may affect the amount to be spent 
on advertising, the number of sales 
people needed, the amount of delivery 
equipment wanted, the number of 
packers and drivers and the amount of 
packing material wanted, and so on. 

All these variables, together with 
purchase requirements, will then in turn 
affect the financial arrangements by 
causing variations in the amount of 
merchandise and expense, invoices and 
payrolls that must be met. 


Each Branch Manager Sets 
His Own Budget 

All o ting plans of the business, 
then, aaa E by the forecasted 
volume of sales. Thus it is obviously 
necessary that the sales estimates be 
prepared on the basis of the most com- 
plete data and by careful judgment. 

We endeavour to get our sales fore- 
casts as accurate as possible by making 
use of a special plan. 7 

Our branches are situated in different 
parts of the country, and in estimating ` 
sales budgets we do, of course, consider 
the local market conditions by examin- 
ing the states of employmente and 
reported conditions of various prevail- 
ing industries. But we get even closer 
to specifics by the following plan : 

At the beginning of the budget period 
(we budget for six months ahead), each 
branch manager is provided with a sales 
forecast sheet (see illustration). Each 
branch manager, in turn, discusses with 
the management prevailing conditions 
in his locality. We thgn, together, 
arrive at a practicable estimate of sales 
for the various sections and fix in 
advance the stock turn required for 
each. From this we can work out the 
stocks required to do this business and 
plan our purchases. 

We find that this plan works admir- 
ably; the branch managers take the 
whole thing more seriously than they 
would if head office merely sent them 
by PS a budget form to fill in. The 
facf, too, that the managers hgve to go 
into the matter personally with me 
urges them to give the most careful con- 
sideration to every influencing factor. 









: Our 
function is to help the branch manager 
to weigh up his own potentialities and 

to let him fix his own forecast of sales 

_. volume and turnover rates. 

_. The forecast, as I say, operates for 

_. six months. In the meantime, however, 

_ Yeports of progress are made every 

_ month so that each branch manager can 

see exactly how he is getting along. 

. They are made in this way: all 

_ branches send their sales dockets and 

_ -invoices to head office daily, where they 

- ere dissected, and a stock control sheet 

_ is produced monthly for each branch 

= which shows in great detail the sales, 

purchases, stocks, mark-ups, reduc- 
tions, and number of customers of each 
ividual section in the branch. 

or the whole of the month each 

anch manager holds his budget sheet 
xample in the illustration). At the 

of each month he sends it back to 
office, where the actual figures are 

“from the stock control state- 

ts. Head office then immediately 

: together with appropriate 
ful criticisms, 

‘rom month to month, therefore, 

ich managers can see exactly how 

y stand in relation to the budget and 

can much more easily employ any 

e 














cessary corrective measures than they 


could if they had to wait for the com- 
pletion of the budget period before their 
‘tual position was revealed. 
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Reductions to date 
7 of accumulated 
mark up less reductions 









FORECAST RESULTS FOR HALF-YEAR to Prie 


Group FASHIONS 


These figures are put before you to show the importance of very Closely watching 
the “figure side" of your stock as well as actual merchandise, 


2653 Maximum stock 


Minimum stock 






f _ bas Year 1.9 
TIMES TURNED 
FOR i YEAR Forecast 2. 1B 


Please return thid sheet to Oxford Street on theist of each month 
so that tbe current figures may be inserted. 
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| Plan for SERVICE 
|| “The customer is for ever 
at the end of the industrial 
transmission line. While we 
provide the steady com- 
| modity flow from organiza- 
tion to customer, never 
| forget that the customer | 
provides the money flow 
back to the organization. | 
“This money flow is a direct | 
function of the SERVICE | 
rendered by the commodity | 
flow. Constantly to improve | 
the ratio between SERVICE | 
and PRICE must therefore be | 
in the forefront of the busi- | 
ness man's mind.” | 
| 
| 
| 
| 
| 


A. P. YOUNG, O.B.E., M.LE.E., 
M.LA.E. 


The British Thomson-Houston 
Co., Led. 





It is a major duty of one of our 
directors to be constantly on tour, visit- 
ing the various branches. He does this 
as a matter of routine, and not merely 
when some emergency condition arises. 
During these visits he is by no means 
hypercritical or censorious. They are 
“goodwill” visits. He chats with the 
manager and everybody on the staff and 
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Manages ~ 





3000 Reductions allowed 250 





1850 Final mark up required 29% 
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: the budget, drops a hint here, a word 
of advice there, and is, in actual fact, the 





real liaison officer to promote the best _ 
feeling of goodwill between branches + 


and head office, as well as the good _ 
friend and business adviser of the local 
managers, — 
We feel that no budget in the world _ 
is any good if the spirit is not in the- 
staff to live up to it and work to it. ‘To 
maintain the highest possible esprit de 
corps, the most happy and friendly 
relationships between everybody is one , 
of the real aims of the management of 
this company, and we certainly find 
that this condition has helped in no 
small measure to make our budget a 
success, 
Our sales forecast plan has now been 


in force for six months, more than six = 
months, in fact, but so far only the first. — 
six months is available as a completed. 


period (i.e., February to July, 1933). 
And, although this period is the most 
inactive season of our year, the advan- 
tages which it has introduced are sub- 
stantial. Our average stock figure for 
the six months has been considerably 
reduced and our rate of stock turn in- 
creased. 


The advantage will be cumulative as 


a smaller stock, and. quicker rate of 
stock turn will reduce the losses from 
bad stocks and so ultimately increase 
our gross profits. We expect the saving 
to be even greater in the second half of 
the year when we do the major part of 
our year’s business. __ = 
So effective have we found this 
budgeting plan to be that we are apply- _ 
ing it to our expenses, and — 
although it is too soon to- 
make any detailed state- 
ment, the results achieved 
in a few months are good. 


y% 
This 
Report Guides 
The 


Branch Manager 


Every month each branch 
manager sends into head 
office his sales and in- 
voice figures. From these 
and other data head office 






trol sheet, marks on it 
appropriate comment and 
advice and sends it to the 
branch. Thus, moñth by 


-ger can watch his actual 
. progress, and apply pis 


-action accordingly. 























makes out this stock con- 


month each branch mana- — 


MANAGEMENT - CONTROL - POLICY 


HOW OTHER 


EXECUTIVES MANAGE 


ToK Balanced 
Contro 


t e manufacture steel. In a concern 

of this kind we have three factors 
—buying, production and technical con- 
trol 


“In action these factors do not tend to 
co-operate, but to oppose one another. 
Our greatest problem of management, 
therefore, is to keep these ‘‘warring’’ 
factors in such balance that they check 
one another in the right degree. 

“To keep this balance we have frequent 
meetings, the heads of all departments are 
present, and we try to avoid formality and 
red tape. We encourage each depart- 
ment to understand something of every 
other department. Our great enemy is 
any executive who tries to make his 
department a water-tight compartment; 
it destroys our whole policy of balanced 
control, 


Selling Through 
Complaints 


“ ith us, high pressure selling does 

not have to be considered. We 
have to consider ‘service’. Whilst many 
of our customers are men highly skilled 
in the use öf Steels, we have many who are 
not so skilled, and out of their lack of 
knowledge sometimes arise complaints and 
misunderstandings. 

‘We have to investigate each such case 
carefully as, though we say it, the cause 
of the trouble is rarely the steel. To 
defend our steels, therefore, and also to 
get the customer to take a right view of 
the situation we must see that the matter 
is handled by our most capable technical 
men. 

“On every complaint we at once hold 
a post mortem. Every detail is 
recorded. These records, extending over 
many years, form an invaluable file on 
facts about steel. 

“If the steel is not at fault, then our 
technical men diplomatically put the 
complaining customer right, and spare no 
pains to further assist that customer with 
all the technical knowledge he can. 

“This policy of assisting the user is of 
far more value to us than any amount of 
‘stunt’ selling. 


Salesmen Know 


New Products 
“ Another point in the constructive 
selling of our products is the technical 


assistance we give the salesman. When- 
ever anything new is produced by the 
research department and passed on for 
roduction, a special meeting of the sales 
orce is called, and the full aims and 
technical details of the new product are 
explained °by the chief chemist in con- 
junction with the sales manager. 

Then we also have frequent ‘re- 
fresher’ sales meetings to make sure that 
thegsalesmen are always primed with the 


lat@st information. 3 


Staff Must Be 
‘Good Mixers’ 
* addition to getting executives to co- 


operate and work well together we con- 
sider it just as important to maintain a 





Have A 





R,. Li. LLOYD 
Director : British 


Rolling Mills Ltd. 


good esprit de corps throughout the rank 
and file. 

‘For this reason we take great care in 
selecting our staff. We like to get them 
as young as possible—consistent with 
ability, of course, and we pay as much 
attention to the fact of a man being a 
‘good mixer’ as to his technical or 
working ability. A good workman of a 
morose, awkward disposition is of no 
use to us. A confirmed grumbler can do 
more to upset the spirit of a shop than 
anything else. 

“If we take on a man who eventually 
proves by his attitude that our judg- 
ment was wrong, we give him a good 
run and every opportunity to fall in with 
the spirit of the firm. We are loath to 
discharge anybody without giving them 
the fullest chance to embrace our ideas. 
But those people who, after trial, refuse to 
adapt themselves in disposition, are got 
rid of. They constitute a drag on the 
progressive ‘swing’ of the concern as a 
whole.’’ 





Periodical APPRAISAL 


O business or factory property is 
permanent. From its very begin- 
ning it is subject to an intricate 

series of influences which tend to shorten 
its life, alter its utility and affect its value. 
But to know exactly where and how his 
plant is being affected in this way is the 
first thing a business man must do before 
he can use his plant for any length of time 
to the fullest advantage. A periodical 
appraisal, as business men are now coming 
to realize, is the one effective method of 
taking this step. 

What does appraisal do? 

It gathers together and translates the 
numerous unrelated facts as to property 
into an ordered encyclopedia. It tells you 
what your property is, where it is, what it 
is worth, whether it is increasing or 
decreasing in value, how fast, and why. 

How does it help the business man to 
have all this information? 
to:— 0 


1. Gorm a basis for intelligent and 

e economical insurance placement 
and for assuring satisfactory settle- 
ment of loss 


It enables you 


IT PAYS 


By E. D. MARTELL 


6. Form a basis for establishing and 
distributing costs, values and 
depreciation to departmentg for 

* cost accounting purposes ý 

7. Form an accurate basis for merger, 
consolidation, reorgafiization, pur- . 
chase or sale of properties. 


In insurance matters appraisal is essen- 
tial if adequate protection is to be 
obtained against loss by fire or burglary, 
for two principal reasons :— 


1. You cannot effectively insure goods 
unless you know their value 

2. You cannot comply with the condi- 
tions of your policy which requires 
you to give evidence of the exis- 
tence of the arficles for which a 
claim is male, unless you make 
provision before the loss occurs. 


Whatever knowledge exists as to the 
contents of a building is possessed by the 
owners. The insurers do not know 
whether the declared value is adequate or 
not. It is assumed that the owners know 


2. Inform shareholders as to the real e What they are doing, therefore the onus of 


value, not cost, of their property 

3. Have the value of a general work of 
reference at directors’ meetings 
and personnel conferences 

4. Establish book depreciations which 
will accurately reflect the actual 
condition of the pf&perty , 

5. Test the accuracy of book records 
of investment in the property 


proof of any loss rests entirely with them. 
Acceptance of premiums by the insurer is 
no admission of value. 

Many policies state that the proposal 
form is the basis of the contract, but such 
a stagement is unnecessary because this is 
—— by law. Most concerng,do not 

eep copies of the proposal forms they 
have signed, and yet many such forms con- 



















rance law pro- 
y Material fact affecting the 
nich the insured has knowledge, 
lust be disclosed to the insurer. Failure 
do this also vitiates the policy. 

it is, therefore, obvious that a valuation 
repared for insurance purposes should be 
one which any insurance office will accept. 
` The following points affecting insurance 
law and practice are worth attention and 
should be in the minds of all business 
managers: -— 
























Ignorance of the law is no defence 
2. The insured is assumed to know 
-. owhat he is doing 

+ The proposal form signed by the 
insured is the basis of the contract 
- Any wrong declaration in the pro- 

iz- posal form, whether made inno- 
cently or not, vitiates the policy 

- The withholding of any material fact 
Of which the insured has know- 

~~ ledge, affecting the risk run by the 
insurer, vitiates the policy 
he insured cannot recover more 
than the intrinsic value of any 


article lost unless otherwise pro- 
vided for in the policy. (Intrinsic 
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ive © 
The maker of a standard grocery pro- 
_. § duct called his works manager and 
_ hs research chemist into his office one 
_. Morning recently. 
= o “Dowish you would start this morn- 
_ ing; he said, “on the assumption that 
_ you are in competition with me. You 
are going after my market. To get it 
you will have to have a better product. 
Develop that better product, between 
you, within the Next four or five 
-. months, ang bring it tome. If you can 
_ do it, there is a rise in salary for both 
_ of you. But don’t bother me with a 
_ product that’s just as good as our 
present product; it must be much 
< better.” 
The five months are not up yet, but, 
_ L undersand that the two men already 
_ think they are on the trail of an im- 
proved product. _ | 
Yet if. they hade merely received 
ers to improve the product as they 
ade it for so many years? they 


probably have declared it impos- 
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takes all sorts of executive | 


7T. Insurance of specific items at certain 

i sums is mot evidence of value. 
Value has to be substantiated in 
every case at the time of loss 

* 8. The usual option reserved in an 


insurance policy that the insurers 
may replace or repair carries no 
obligation on them to do so. It 
gives no rights to the insured 

9. Assessors are appointed by the insur- 
ance offices in case of loss; they are 
not arbitrators, nor impartial 


10. Most insurance policies contain an 
arbitration clause so that insurance 
cases do not come before the 
Courts 

ll. The onus of proof of loss rests on 


the insured. Acceptance of pre- 

miums is no evidence of value. 
It is at once obvious that every one of 
these points is adequately dealt with by 
periodical and expert appraisal. But in 
addition to its value in this direction, 
appraisal is undoubtedly a basis for, and 
a necessary adjunct to, efficient property 
accounting. 
(Continued on page 37) 
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“Up With 
the Hour ái 


n Emerson's Journal is a paragraph 
that every man in business should 
knew by heart: “One of the cardinal 
virtues is timeliness. My neighbour, the 
coachbuilder, all the summer is making 
sleighs, and all the winter is making 
light, gay gigs and chariots for June and 
August; and so, on the first days of the 
new season, is ready with his carriage, 
which is itself an invitation. . . . In all 
one’s affairs the sense of being ready 
and up with the hour imparts to a man’s 
countenance and demeanour a wonder- 
ful air of leisure and succe§s.”’ 

The responsible executive, ev@n more 
than the coachbuilder of Emerscoh’s flay, 
must make his plans far ahead of their 
actual execution—-must be prepared for 
the new season so that his organization 
is ready to go ahead when the proper 
time comes. —— 


English 


Comedians ° 


_ 





‘Meadows 


à 





It is a foundation for the- 


_ it would be a good idea to say the bless- 


~ Then I can say: ‘John, I want you to. 
do this as well as you did that Wakters 
_ job’ John understands and, feeling 
= @ flush of pride over the impression his 

-even that, 








A /riting from across the sea, Thomas , 
oS Dreier, the Sunny. 













cause too i hey depend 
success upon scenery, mechani 
vices, choruses, musical effects, and‘ 
other tricks.. The old music hall 
comedian had to. win his applause, 
often from a noisy, inattentive, rough — 
audience, by his own personality and 
wit. The comedian who needed things 
outside himself was looked down upon 
by his associates and the audience. The 
English tradition is that a real comedian 
needs nothing more than a bare stage.’ 

True; and true in business, also. 
Years ago a young man of my acquaint- 
ance applied. for a job. “We can’t 
afford to furnish an office for you,” said 
the head of the business. “That's all. 
right,” said the applicant. “A kitchen 
table and a cheap chair will do me; TN 
earn my own office furniture if Im = 
worth keeping.” : ae 

Two years later that young man held __ 
the highest position in the business. He 
had earned himself an office and a 
private secretary and a reputation—and 
a substantial interest in the company 



















His Efficiency Blessing — 
ſt is related that when Ben Franklin 





but devoting so much time to saying the 
same blessing over the same breakfast 
dish—-herring from the big barrel in the 
store-room. . | 

Finally, tradition records, one day 
little Ben suggested to his father that 


ing in the autumn over the whole barrel 
of herring and make the one blessing do 
for the winter. . — 
Franklin's suggestion was no more | 
naive than the idea sometimes encoun- SES: 
tered in modern business: that the worx 
of a factory, or of a department, can be 
organized scientifically once and for all. 
time, and that it can then be left to 
function by itself. Unfortunately, such 
a procedure does not work, either with: 
machines or human beings. We must. 
continually be alert to adapt ourselves 
and our businesses to changing condi = 
tions, for only in this way can true = 
efficiency be attained. | 


> 


A Management 
Tip . — 
J je dealing with my men,’’ says a well- e 
known executive, “I always try to ~ ester: 
find some one good quality or perform- < 
ance that I can refer to as a sfandard. _ 
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y la “newspapers 
hae and the public. 
are all shouting the 
tidings of better busi- 
ness—it is the time 
for the practical busi- 
ness man to exam- 
ine the situation with 
more vigilance than 
ever. 

A year ago we 
were saying in these 
pages. that.an im- 
provement. was tak- 
“ing place and that 
this improvement 


would accelerate and 
become more marked 
-by the end of 1933. 
-We held this view 
Because certain defi- 
alte adit 





i — o showed 
that an improvement was starting. At 
pod time the — and the e 





— practical business men, 
i t look a year and five 


: Poeg a eo aren a 
. greater: degree of betterment than any 
other country in the world. This has 
been due to certain definite factors. 
- Each of these factors at the period when 
-it became effective helped to give the 
upturn a further impetus. 

=- First, our national finances were put 
on a sound and stable basis and a 
- confidence-inspiring administration and 
governmental policy came into opera- 
tion. Then: the re-valuation of the 
pound at a fair international level began 
to show its results, especially in stimu- 
ating our exports. Then the tariffs 


stimulated internal trade and expansion _ 


of our producing capacity. Following 
this came the Ottawa Agreements, 
“which still further helped our exports, 
“made our best customers more pros- 
- perous, and helped generally by extend- 
ing the area of better business. Then 
N efinit > trade. agreements with other 

T ga ve us additional trade, again 
gy the sterling area. 














ese last two years did doubtless - ae 
he natural lowest point of the 
on, and we have extracted © — 
from. whatever upward g * 
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CAN $ CONTINUE 
THIS TRADE RISE? 


YES 
IF WE... 


But now what will be the next factor 
to help continue our upturn? . For 
we must realize that in this slump the 
old-time and always-depended-on “‘swing 
_of the pendulum” and “trade cycle” 
are not acting. The world has been too 
upset, its intricate machinery too thor- 
oughly disturbed, to allow recovery to 
occur in that easy and formerly natural 
way. 


What Will Main- 
tain the Upturn? 


T must be certain specific aids 
and measures, and these must be 
taken in the definite interests of better 
business—and not in the interests of 
reform or politics or special interest. 

This is what the superficial public 
never realize. And also that there are 
certain retarding factors working now 
which will pull the trade situation down 
unless effective efforts are constantly 
made to combat them. 








This is the crux of the situation: 
Trade IS on the rise, but this up- 
swing is no mere automatic 
rebound after the recent slump. 
Progress will not continue, un- 
aided, as a natural phenomenon. 
THE PACE MUST BE PLANNED 
AND FORCED—by business men 
who must work for these three 


thin§s :— 
I. Expansion of the sterling 


areas by trade agree- 
mepts with more coun- 


tries. 
2. Intensification of Inter- 
— Empire trading. 
= Increase honfe produc- 
= tion n AND | consumption. | 





e months have seen an increase of. 


= coming year. 





3 “restrictions: to 
national trade ee 
> oertain countries still es 
outside the sterling 

area; a continuing | 

fear of America’s ine ăć ćśăãž 
stability and uncer ees 

tainty; no sign Oo. 

settlement of the | 

great international — 
trade problems in ee PE 

currency stabiliza. E 

tHon, import restri ES 
< tons—which are no 

` only holding | bac 
ale ternational tra 

































a Britis 
their upward 


— ¥ 


ea 
S results; 


7 hile these are. ene 
Y good ba i 


— to enstt : $ 
contjnue next wir ang Tae ini 
year, We need some new pe 
factors. 


— the. sunita yen r? 
-there are such factors. 
Stability in the USA. anda te 
tainty that a permanent improvemen 
was on its way there would be an am 
factor. But we do not think that e 
a factor can be depended upon: we car 
not see the American situation world 
itself out to this point, within the — 
rent year. o 
A definite swing Sway from ational: oe 
ist policy by the leading tading coun- — 
tries, away from import quotas and re 
strictions and economic reprisals, to a” 
sane and equitable basis of international E 
trade—this would also þe a sufficient Serene 
impetus. But inasmuch as the last few 




















on the part of most nationalist cou 
rather than 4 ‘diminution, we: E 
see this as a favourable factor fc 

France, Germany, e 
Japan, U.S.A.—non 
can We see casir 
tions and obst: 
any marked favou 
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during the coming year. 
the way the wind is blowing. 
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terling. area by 


dea ts with more countries 
d by the broadening of our trade 
E nts with presently included 


OL ntries, should, we believe, be a 
strong factor in maintaining our trade 
Straws show 


The 


Argentine has just tied her currency 
> the pound sterling rather than to the 





NORTHAMPTON 


UNEMPLOYMENT —- DOWN 


Number of Insured Persons Unemployed 





trad 


Empire Development 


Another Essential 


second favourable factor will be 
more intensive development of Em- 
pire trade, they to take more of our 
manufactures and we to take more of 





London District: The 
New Year opened well, 
and appearances suggest 
that trading conditions 
will continue to improve. 
Less than 10% of the in- 
sured persons in Greater 
London are anemployed, 
and this figure is likely 
to be reduced still further 
in the next few months, 
Activity in almost every 
branch of industry is very 
marked. The city shows 
a hesitancy and uncer- 
tainty about finance, due 
to the presidential activi- 
ties in the United States. 


E. & S. E. Districts 
There is Hitle change to 
report in these areas. Un- 
ployment in agricultural 
districts is stil too high, 
though in the last month 
it has not become worse, 
The various isolated inm- 
dustrial centres show some 
improvement in trade, 
which is very encourag- 
ing. This does not alter 
the fact that the agricul- 
tural situation deserves 
serious attention. 


Midiands: Trade is gener- 
ally good in this region. 
The motor trade has 
recently experienced a 
period of great prosperity, 
and with it ancillary 
trades, such as the mant- 
facture of machine tools, 
have shown a welcome in- 
crease in activity. The 
hardware trade at Birm- 
ingham has been quiet for 
some time, but now it is 
experiencing a return of 
prosperity. 


W, & S. W,! Districts: 
The deliveries of coal 
have been good, and the 
steel industry is moder- 
ately active. It is not 
working to full capacity, 
and is hampered by 
foreign competitors. Po- 
tentially, if can supply 
about three-quarters of 
the worki requirements, 
but at present if supplies 
nothing like that propor- 
tion. Unemployment has 
decreased since last month. 


N. E. Districts: Trade is 
brisk in the West Riding. 
Wool manufacturers gre 
busy with orders for 
spring gogds. and in some 
cases are pressed for de- 
livery. Increase activity 
both in the coal and iron 
and steel trades Te- 
ported, especially from 
the Sheffield district. On 
Teesside, a good deal of 
shiprepairing 18 i 
gress. @h 
the Imperial í 
Industries will provide 
employment shortly. 


N. W. Districts: 















RUNERENRENR | Indo-Japanese _ agreement. 
has given satisfaction fo 
IIII cotton traders. They have 

rt gt bf some market assured, and 


can reorganize and look 
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Lach sqvar e:=/00,000 is — but steady activ- 
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Unk On P COMES THROURT 
a gener se in trade between al 
parts of — pi 


An intellige 





factor. It is no good to put on a- tariff 
and replace the imported article by 
one of home manufacture which costs. 
the same as two imported ones. But 
if internal production is as efficient as 
foreign production; if the quantity of 
goods. internally consumed is increased 
and supplied by home production; and: 
if this increase in the consumption of 
raw materials which must be purchased 
mostly from abroad is followed, as we: 
cited last month, by a compensating in- 
crease in our exports, then the develop- 
ment of the home market is all to the 
good. | 
Study These 3 
Vital Factors © | : 
These three factors—expansion in. the 
sterling area countries; an intensifica- 
tion of Empire trading; an increase in 
home production and consumption—are 
the active factors which we believe will 
make the definite continuance of our 
upturn in trade possible. But all three 
factors depend upon the efforts of the 
business man in three directions. He. 
must operate his. own business along. 
efficient lines in order te develop th 
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Pi 
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spe 


home market; he must push trade 
ciations and government departme 
to action along the lines of trade agree- 
ments and trade stimulation; he must 
do his part even at a slight inconveni- 
ence and expense to himself to get 
orders from abroad and so pay for our 
increased raw material imports. = -> 

We are convinced that the continu- 
ance of our trade improvement during 
1934 depends upon the efforts of busi- 
ness men themselves in these directions.. 


Staple Trades’ 
Good Showing 


T latest trade figures continue to im- 
prove, in the old staple industries 
especially. Improved output in Novem- 
ber has been maintained in every prin- 
cipal coal-bearing area except S. Wales; 
and, significantly, this is the area which 
trades least with the countries with 
which we have most trade agreements 
and is most dependent on those coun- 
tries which are putting restrictive 





obstacles in our way. cae 

Pig iron production in December at 
409,300 tons was 10% up on Novem- 
Steel out- 





oe ee “LIMITED — 
— ‘Street | 
London 
Wei 


You a sre ertia r to the *DUAL-USE* Pate: 
to meet your individual requirements, 
itable return, ` 


“There is no speculation as to. 
= of this publicity. "DUAL-USE 
_ the power of existing resour 

secure business from prospect: 
`. unresponsive to your OFTETE 


Por are nd seas vork BE th 
er * 


Take a glance eons i fe 
visualize your own selling p 
-~ compact form-why not get t 
working for you immediately 
doubt as to the manner in whict 
be profitably applied to your. 
we shall appreciate an opportu 
discussing the matter with yous 


The convenient detachable Reply 
will ensure your enquiry receiving 
attention. — 


‘Yours faithfully, — 


DRYDENS LIMITE 
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mis 50% up on a year 


world tonna under construction. Con- 
3 ently placed indicate still fur- 
7 ther improvement. | 

Engineering generally is expanding 
output and increasing employment. In 
| Sheffield, Birmingham and Glasgow, 
heavy engineering continues to improve. 
The motor industry is flourishing; out- 
put and absorption of cars is still in- 
creasing. All this stimulates secondary 
_ engineering trades. 

Building, while seasonally down, pro- 
mises increased activity; new building 
plans passed in the last quarter were 
10% above a year ago. 


Even cotton is better; encouraged 
by the India-Japan cotton agreement 
which allows Japan a maximum import 

. 30% below last year’s figures. This 
3178, 000,000. yard reduction should in 
- part be transferred to our imports. Will 

> taken to give us a similar 
ther parts of the Empire? 
d wil — —— of the 





















nm producers expect in- 








Deport. porn is expanding with 
countries where we have trade 
greements, and should expand in other 
ions: as and if import restrictions 
ease. oe 

| The woollen trade is better than was 
: anticipated. Yorkshire mills have been 
-fully employed; prospects for Spring are 
good. Wholesale clothing in Leeds and 
-neighbourhood is busy, and not merely 
seasonally. 80 


— Good In- 
3 ternal Pointers 


ther. internal pointers are also favour- 
able. Unemployment down by 
60,000. on last month, 500,000 On a year 
ago, and. 567,000 more are in employment. 
Every principal industry shares in this 
huge drop in unemployment : — 









; “General engineering we — 55,148 
< Building u — a.. — 45,103 
ee - Coal-mining | — — 40,674 
Metal goods bas we — 36,118 
Tron apd steel... Lee 30,937 
foollen and worsted —~ 23,098 
— iy ye ae 
epairing — 20,580 °°" 
we 20,223 
craft vee — 96,523 


steadily improving” 


is better. Tonnage”. 


sents nearly half the total ` 


“en and are expanding o 


ip 2.886 over a year 


| „pointing to 
Tease « 0 turnovers’ ooo 3 

"Provincial banl clearings: are up. on ba: the City, å 
‘neath and last year, and in the openin [Britain's 
weeks of 1934 again show increases of ae and European prosi | 
aver last year. The figures for the whole page 39.—Ep.] : 
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1932 +1933 
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E Gas Lindertahengs 
Golf Cluba, 


— Kalamos will hitch its wagon to astar! 
will make loose-leaf equipment —nothing 
“else ; and it will make it as near to perfection 
“has British design and workmanship can 

“ come.” 













“Haulage and Trams 
= pori Contractors, 2 





Shadoia.: He dorsd’t hurt nis La but he - -Hotet Proprictora, 
does hurt those who buy his. los rer-priced. —— Furnishers | : 


This, its resolve of 28 yee eae i wares to find them a daily and increasing oe oe 
resolve to-day, has established Kalamazoo as y: È  Ansurance Broken F 
irritation, dear indeed in the end, 


the standard by which loose-leaf quality is J — ‘2 Jewellers, 


-measured the world over. 


For = daily eigen - : Laundries. 


— atillers. Corn, iie., 
‘Merchants, 
> -Motor Coach Pro 
- prietors, 


et > Motor Trade. 











Specialists, therefore pioneers: In blazing 
the trail—searching, experim enting, testing- 
Kalamazoo have so far spent a great many 









eA : Public A uthorities 
| (Rates Dept} — 


— l Quarry Owners: — 






Cotton Brokers and 








i À l Sedaolz and Colleges i 
Merchants. = — — Sotieiturs. 
— c Pe F i. THE NEW BINDER, The binder Modera 2. THE NEW STOCK SHEETS Over 1,060.0. —— 
olien ers Gn i ae E r: nafari ; x 
oe Business wants ~~ incredibly low price and practically tpeclal ” rulings have been transferred is ah aes Stock Brokers, 
ee heet Hist with lower prices t . 
“eee Cotton Gonads Mane indestructible «has been produced by abandoning e TEE Sean ee ee ee : Stock Jobber. 


in three days, These ralings ‘cover all general 

















= : facina) the book-binder’s conventional design for that of the accounting purposes and hundreds of special purposes. en eee 
ooo Colon Manufac- engineer and employing: a wonderful new alloy, in 50 trades and professions (see lists down sides). tuts Accountants, 
CE aged ‘ — f 
ee ee a strong as steel, yet one-third lighter than aluminiam. Why not enquire about these two economies? Undertakers, 
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drive for 1934. It is, 


one of * orandi points in ‘this ‘great ‘sales : 
‘indeed, one of the main - 


-reasons why Hercules Cycles are sold in such vast 
numbers all over the world, and why the company 
>an its own sales records year after year 

























old 400,000 bicycles, in 



























rtising field and in the 
ding the season during 
1 show bicycles. 

s only showed bicycles 
and August, and conse- 
sales took place only 
dates. After a good deal 
we convinced them that 
sell bicycles outside those 
ting dates, if only they would dis- 
y them.. On our side we promised 
to back them with national advertising. 
Phi: icy has been wholly successful, 
a recent comparison of the sales 
figures of Hercules cycles for the first 
half of the year and the second shows 
that there is a slight excess of sales in 
_ the second half, the proportions being 
about 55% to 45%, an increase due 
solely to the pressure of our sales 


pee 






































2 This Eshibition was a Bold Step— 

— It Paid 

on Ow national advertising secured the 

 coraplote trust and co-operation of the 

dealers, and when 1933 came we were 
dy to launch a bigger sales attack 
ar before. Briefly, we did this 









fo r the first time in the _ 
— a four- 


selves a really: big 
We plan to sell. 
cles before December, 5 


—— when . ae 


fore 1 —— this year also, for various 
— we ‘had to examine care- 1 
aen, aa which our — 
AMotorcycle and Cycle Show at Olympia, 
er so steps were taken to make this a 
special advertising point, rather than to 
regard it as a loss. 
outside the exhibition we had a streamer 
announcing that there was a special- 
Hercules cycle show at a famous hotel, 
and that dealers would be admitted 
free. Outside the main entrance to the 
exhibition two huge hoardings, one of 
them the longest in the world, stretch- 






ring the four years prior to 1933 z 
1 ework had been done by this” 


| 933 — 400, O00 Cycles 


easons, it was not possible for the 
Hercules Company to exhibit at the 


Across the road 


ing from Olympia to Kensington High 
Street, bore the same inscription. Thus, 
no dealer going to the exhibition could 
possibly overlook the existence of 
Hercules cycles. It was not enough, 
though, to impress the name Hercules 
on the dealers only, the general public 
had to be impressed as well, for they 
are the ultimate purchasers of cycles. 
Accordingly, during the week of the 
exhibition, there was a strip advertise- 
ment on the omnibuses of every route 
which passed Olympia. It is safe to say 
that during that week no one with his 
eyes more than half-open could escape 
reading something somewhere about 
Hercules cyotes. 

The grivate exhibition was a great 
success.e Ten thousand dealers were 
personally invited to visit it; and have 
either lunch or dinner, or both, in the 














| works, we gave the whole 


— Mag 
The Hercules oer Motor |! 







— to y 
and co-operation | 
Horria — 





In addition, 
intensive na tion: 





pounds—but it 
many cycle deale 
viously stocked ~ 

pressed by the displa y and 
of the firm to get sa és, an 
backing which we gav 
effort of any dealer, became o 
with the result that the increas 
up to the end of the year fully just 

the expenditure made daring the sho 
week. ee 
Another point if ‘our adverti mg 
directed towards the dealers } as to k 

































®vhen delay in deliveries w 
caused through the rush 


18 








This firm could not enter the Olympia Cycle Exhibition, 
so it spent £10,000 and ran simultaneously a show of its 
own. The £10,000 more than came back in orders 


Je The firm’s standard catalogue was converted into a news 


and propaganda magazine at a cost of £30,000. 


1934 will 


see most of this cost returned in the form of new business 








every dealer, and handed him ‘‘the 
largest bouquet of all’’ for the phe- 
nomenal increase in sales. 

Another broadsheet was subsequently 
issued, bearing an enlargement of the 
same sales message. The object again 
was to point out that our national 
advertising would link up with the 
dealers’ displays, and that owing to 
increased plant, the delays caused by 
the rush of orders in the early part of 
the season would not occur, and that 
Hercules cycles were the only ones in 
which there was no danger of substitu- 
tion. 

We give as much attention to our 
sales messages to dealers as we give to 

















THE 
£30,000 
MAGAZINE 
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our sales messages to the public, for the 
dealer is essential to the well-being of 
our concern; he is the liaison between 
the manufacturer and the ultimate user. 

All this organization was available as 
a basis for our 1934 plans. There were, 
however, other factors to consider. The 
public was more bicycle-conscious than 
ever; the huge number of bicycles on 
the road could not be explained merely 
as the result of one of those whims 
which pop up from time to time; the 
membership of cycling clubs had 
increased remarkably; the newspapers 
had ceased to speak of the boom in the 
cycle trade, for it was too consistent. 
There was no doubt that the cycle trade 


The two pages 
below, selected at 
random, indicate 
how the magazine, 
though packed 
with text of a 
reader interest, 
still serves the 
urpose of a cata- 
ogue in that it 
‘puts over’, in the 
most attractive 
way, the firm’s 
various models 
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was definitely on the map once more, 
but how could we ensure that it would 
stay there? 


We decided that the popularity of 
cycling was due to a change in the 
public attitude towards motor-cars. 
When a revolutionary innovation such 
as the motor-car is put before the 
public, several years must elapse before 
the public is able to look at it in its 
proper proportion. This has now 
become possible with the advent of the 
cheap motor-car. The public, especially 
the younger members of it, were regard- 
ing cycling from the point of view that 
it was a health-giving exercise, and an 
excellent way of seeing the country. 


This attitude of mind in the public 
had to be carefully fostered, and the 
realization of its importance brought 
home to the dealers at the same time. 


Accordingly, when we were producing 
our 1934 catalogue, we decided to make 
a change which would increase its 
appeal both to the cyclist and the 
dealer. | 


t 
To Stimulate Both Dealers’ 
and Users’ Interests 


Its title was changed from that of a 
catalogue to “The Hercules Cycle 
Magazine’’, and in every way it was 
given the nature of a service magazine. 
The pictures of the range of models were 
given against attractive landscape back- 
grounds, drawn by famous commercial 
artists. These were, as in 1933, beauti- 
fully printed in four colours. There were 
included articles of interest to cyclists. 
One was addressed particularly to 
women; another was of general interest, 
being written about film-stars and 
cycles; a third pointed out the signifi- 
cance of the fact that three million 
bicycles had been manufactured by the 

in connection with trade and 
employment in other industries. To 
appeal to the cycling clubs there was 
a biographical article on a prominent 
young cyclist whom this firm has in- 
duced to turn professional, and to give 
his whole time to breaking records on 
a Hercules. 


Before this article is published, the 
catalogue will have been dispatched to 
the dealers and distributed to their 
customers. Our national advertising 
will have also started once again, to 
keep on until the end of the year. 


Schedules have been worked out for 
our representatives, so that we can be 
sure that every dealer has an adequate 
amount of attention given to his needs. 
The journeys of the representatives are 
made as short as possible, covering as 
small a territory as possible, for we do 
not want them to waste time in transit 
from one place to another. They are 
instructed to keep to their schedule, 
even though they can see some other 
place off the schedule whtnce orders 
may come, for that other place, will 
doubtless be provided for in anbther 


journey. The whole of the country has 
been carefully scrutinized so no 


possible outlet has been overlook 
s 
















JE USER 


c ly the business man can 
‘learn from the academician. When 
the universities send out copies of their 
regulations to inquirers, they mark the 
relevant: page in blue pencil, Why 
should not the page of your catalogue 
which will be of most interest to a pros- 
yé bes marked, either with a book- 












FAUL 
IMPROVE THE PRODUCT 


A sales manager controlling a large 
A number of salesmen has supplied 
them with “why not” forms. When 
the salesman fails to make a sale, he 
fills in on one of these forms brief par- 
ticulars of the reason, and adds his own 
comment. This has already been instru- 
mental in the detecting and remedying 
of one serious defect in the firm’s ‘‘pet’’ 
product, . 





SIGN LINKS DEALER 

WITH PRESS 

A new form of sign which has just 
been introduced enables the dealer 

to back up advertising campaigns with 

a large reproduction in his window of 

the Press advertisements. 

The usual printer’s proof is treated 
with a certain substance, placed on the 
sign, and an exact reproduction many 
times larger than the advertisement 
inserted is thrown on to a blank card. 
All shades of colour can be reproduced. 


MAKES SHOE FITTING 


Nery interesting _ 









is mitaou to. 
-2 


of shoe E 


t perfectly the © 


ay machine, ` 


— -have devised a _ transparent ‘slipper mod 


nal lasts of the shoes 





and through. which is possible to see — h 
the foot as it appears — inside the 
shoe. 


DO YOUR CUSTOMERS 


-LIKE YOUR ASSISTANTS ? . 


A’ experiment was tried recently in 
a large retail clothing shop. For 
one week the purchasers of suits were 
given a card by the salesmen. This 
card told the customer that the manage- 
ment would be obliged if he would write 
briefly whether or not he liked the sales- 
man who served him, and why. A 
surprisingly large number of replies 
were received, Politeness and courtesy 
were commented on in every case. 

In the words of the manager, this 
experiment brought the salesmen into 
closer co-operation with the manage- 
ment, and keyed them up to their jobs. 
It further helped to convince customers 
that the firm really did wish for their 
comments on its conduct, and conse- 
quently it improved business. 


BUILDS UP GOODWILL 
T? help customers in their choice of 


purchases, a firm of high-grade furni- y 
small — 


ture manufacturers uses a series of small 
model rooms. The interior walls of 
these rooms are painted in primary 
colours. Little blocks of wood, coloured 





One Campaign 


















customers’ goodwill. 


EXTRA SERVICES 
GET BUSINESS —— 
Free air, free petrol tighter filling, í 
ink for fountain-pens, free knits 
sharpening, have proved to be goo 
business-getters. ‘Single acts of se : 
and courtesy such as these are of the 
greatest importance in retail trading. 


























NEW LAMPS _ 
LOOK LIKE NEON 


A one-piece lamp which i is i dai 
have the appearance of neon 
been produced by a well-known 6 
trical firm. | 
This m7 witch. — —— 


















mum — ten ts 


Sells Two Products 








ithin the last few months the 


British public has become familiar 


with a very tasty dish, one which, 
though for a long time popular in several 
countries abroad, is entirely new to this 
country. I refer to waffles. 

Waffies, of course, have to be pre- 
pared from special ingredients and 
cooked in a special utensil. Both these 
items were strange to the public here; 
both, therefore, had to be sold. 

As long as three years ago W. T. 
Henley’s Telegraph Works Co., Ltd., 
perfected an electrical appliance for 
cooking Waffles. But at this point they 
considered it inadvisable to market it, 
for two reasons :— 

(1) The electrical trade was suspicious 
about waffling machines. Retailers had 
found dffficulty in selling articles with 
a fortign association which had previ- 
ously been marketed without adver- 
tising. 

(2) Henley’s believed that as the 
market for the waffler was limited it 
would be wise to wait until the Grid 


had been completed and electricity was. 
-really widely distributed. at a low — 


pa unit. 







E of the waffler « tL 
ver, were not wasted. — 





— how: — Ex 
This time was h 
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“This pl ple lan — the — — A 
| irons for the Electrical frm | 


eaters. 


ANDawaffle mixture fora | 
Foodstuffs firm: oo 


— — 


spent in obtaining facts to: substantiate See 
Henley’s belief that there was a market, = < 
provided the product was mechanically E 
perfect and was produced ata price to 
fit the average pocket. Not only were 
data obtained concerning the number of 
gomes electrically equipped, but the 
distribution of these homes in relati 
to income ratios was. also discove sre 
But the fact t : as 
ciently large ] 
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By J. W. FELIX 
“ene Engineer 


gn the December, 1933, issue of 
| Business we gave eleven of these 
time and money saving plans used in 
the Ford works. Here are some more. 
"hey were investigated and described 
ally for this paper by the author 
well known engineer. 

of the plans are freakish; they 
ightforward ideas carefully 
d- to assist the Ford plant in 
ng that standard of high efficiency 
low z cost. — which it is famous. 






















the. problems ir ina — works 
ed in a medium-sized plant—is 
‘of locating repair men. 
be anywhere. At Dagen- 
stem of signals has been 
These are announced by 
One blast say, indicates that 
ectrician is required, two shows 
: millwright i is wanted, and so on. 
lan cuts out all pedestrianism and 
essful searching. It saves times 





A similar idea is used in case of fire. 
_ As soon as the fire signal is announced, a 
_ driver takes the fire engine to the spot 
indicated by the buzzer. Other firemen 
proceed on foot. 

Another application of the syren idea 
_ is used in connection. with a height 
_ gauge suspended gver the railway track 
at the loading station. If the load 
ouls the gauge, a buzzer automatically 
ae announces the fact. 


—— nE Se 

CUTS TWO WASTE. 

FUL OPERATIONS 

Lo AS analysis of any job in any factor? 
 # Xshows. that two. unproductive ele- 
- ments invariably occur. These elements 
are (1) Searching and (2) Selecting. 
— These two elements are most pro- 






Ever y Foot of S pa ace 


ced and costly in assembly: opera- a 


MA KES a PROFIT 


cylinder blocks down the production 
line. Another conveyor situated behind 
and slightly above the assemblers 
carries all the components necessary to 
complete the engine. These . com- 


ponents are suspended from the con- 


+ 
THESE 
SHORT-CUT 
PLANS 
EXPLAIN HOW 





Arrangement of assembly parts on over- 
head conveyor cuts out two waste mations. 
A compensating device supporting the 
electric tools neutralises their weight 





veyor by hooks. 
designed to render easy the removal of 
the particular part without sacrificing 
safety. The parts are foaded on the 
conveyor in the order theye will be 
required. This is done in th® fimished 


Each hook is specially 


part stores. Before reaching the engine 
section, this conveyor presents a recur- 
ring series of components. 

The first operator takes part one from 
the travelling hooked conveyor and 
assembles it on the seinen block. This 





: — with a — brush. _The e mosi 
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in Fo rd S Works 
at Dagenha m S 


right down the line until every Part ae 
has been assembled on the engine. — 









FILING FOR | 
BLUEPRINTS — 
Te problem of filing blueprints: 

more difficult because of the | 


fei all must take the largest. 
means waste of space and waste of 
in finding any desired blueprint. 
following method overcame the tro 
Each blueprint is folded to- 
— — cabinet. On. a the top 







together makes 
unnecessary. 


$ WITCHES — 
OPEN WINDOWS —— 
Tee cost of opening and closing the — 
windows would be surprising if it 
were known. Each section of windows 
at Ford’s is governed by an electric, 
switch. On the largest sections, those _ 
of the roof, one switch operates eight 
tons of windows. That is how the cost — 
is cut. There is no lack of ventilation —_ 
either, because it is secured without ee 
trouble, oe 


é 
S. * 


CLEANS s JIGS QUICKER 

AND BETT : OS 

To — of cleaning jigs and — 
fixtures before reloading is so impor- 

tant that it is necessary sometimes to 

modify their design to facilitate it. 

The usual method is to ‘remove the 
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LIMITED 


itandard: zed Office Equipment 


Yoiperial House,” 15-17-19, Kingsway, London, W.C.2, 
kind at: Birmingham, Bristol, Glasgow, Liverpool, 
chester, Newcastle-on-Tyne and Cairo (Egypt). 
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D. c. M ito of Accountancy Training as a means 
iced of attaining wells paid — 
positions in business. J. D., C. Mackay. 


if you will foliow 
the example set by 
those thousands of men and 

women who have used School 


machinery and tools; 


ance, 


appointment. 


NEW BUSINESS CONDITIONS DEMAND TRAINED MEN 


Business now requires “Success Minded” 
men and women more than ever before. The 
successful businesses of this new age depend 
more and more upon efficient executives 
and administrators in “Key” positions who 
can apply new and better methods of 
working, planning and organising: whose 


specialised knowledge cannot be replaced 

machines: men and women who have 
trained therfiselves to become leaders in busi- 
ness. e Whilst fewer and fewer responsible 
pogitiogs will be open to untrained workers, the 
ptospects for the trained man were never so 
great as now, 


School of Accountancy Postal Training is Britain's Great Highway to Successful Careers in Commetce, 
etry Accountancy, Secretaryship, Banking, Shipping, Public Segvices, Insurance and Civil Service. 






@ Civil Service Careers—Ask for 
—— Civil Service Guide. 





a force for Efficiency 


Oe Equipment is. more than hanicure—it 
and he who employs efficie nt 
office machinery is the counterpart of the manufactur r 
who is ever on the alert to improve output by modern 
and standardized factory equipment. — 
Shannon Standardized Office Equipment is- designe £ 
to give maximum efficiency combined with good appear- 
To adapt it to your needs is our job. Be 
Booklet 503 sent free to any princi- 
pal on receipt of a business card, or 


an office planning expert will call by 
Tel. Temple Bar 7175. 


sity Lecturers 

Tutorial Stal and Meth 

The Schools incomparable recor 
successes in the Accountancy, Secre 

Banking, Insurance, Matriculation 
Commercial Examinations, How 
Principal's advice on the problem of 
carcer can. be obtained free. 


SPECIAL NEW YEAR OFFER oF 


A Special Ofe will be made to students. 
who jain T 
Year. This offer will enable vou to secure 
your training at conmiderably rec aces: coer 


Write te-day. asking: fore copt ge Pees — 


Direct Way. to Success,” 
ticulars of the Special ie 


* 


amii wigo fall par: 


First Places than any other educa» 
tional institution in — 



























he School eariy inthe New o o — Ooo 


EXAMINATION 
SUCCESSES | 
The School surpassed every other 
College in the Accountancy and 2 


Secretarial Examinations held in 
1932 and 1933 by gaining more o — 












“LIMITED 







— TRE RIGHT HON. R, McKENNA 
oe ae Deputy Chairmen: 

o W.G. BRADSHAW. (BE. 3. CHRISTOPHERSON 
Managing Director: F REDERICK HYDE 













| THAT PUT YOUR ADVERTISING N 





















E : ° CLOSE HARMONY WITH SELLING 
5 Statement of Accounts, December 31st, 1933 | BR IGHT 
J— BABILI TES £ 
Wi o Pakbap Capital a * 14,248,012 i 
 Rewverwe Fund „> ee $1,500,000 
Current, Deposit and other Accounts 
including Profit Balance) 44 4 a4 415,474,036 
Actestances and Confirmed “em kè 10,176,005 
ngagements o* ae oe 6,657,399 





| |, INTRIGUING 
ASSETS 


oo Geis, Bank Notes and Balances with Bank e i a 

gf. England 42,233,852 — 

Balances with, and Cheques an s athar Banks 13,821,540 g — 
Money at Call and Short Notice ea ea 21,035,289 — 
Anvanatinanite at or under Market Value 118,086,369 — 


SELLING 















Bile Discounted s» $2,528,431 
o Advances to Customers and other Accounts 164,440,337 
Liabilities of Customers for Acceptances, 
Coatirmed Credits and Engagements. .. 15,833,404 
-o Bank Premises at Head Office and Branches 9,540,378 
oO ther: Properties and work in progress for 
— extension of the business .. ws 1,106,063 
“ Shaves.in: Yorkshire. Penny Bank Ltd. 750,900 
C Capital, Reserve and Undivided Profits of 
us Belfast Banking Ca. Led. ee * as 1,605,078 
~ Phe Ciydesdale Bank Lid... e oe 2,995,737 | 
North ‘of Sootland Bank Lid. en 2,477,688 
Midland Bank Exscator & Trustee Co.Ltd. 401,286 asi: 
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The Midland Bank and tts Affiliated Companies 
-o oparata 2550 branches in Great Britain and 
i Northern. dreland, and have agents and corres. 
i _pondents. in all parts of the world. 


HEAD OFFICE: POULTRY, LONDON, EC 2 











‘i BROADSHEET 64 
Free on Request 
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itich wt i Straoy AT 
British Industries Fair vine hen 
DELIVERIES 
e —— 
— — aww W. PERA FME 
For perfect moulding in electrical necessi- S oe MY Hi Deuivenies 
ties, office equipment, stationery requisites, LOAD mm 
Insulators Ltd. are foremost in Design and 
è Quality. Fully equipped to deal with all Tery — Stop Or 
types and sizes from a few grams to syn- 20 Minutes LATE ‘Woe? 


thetic resin mouldings of several pounds. 
Have you considered the use of moulded 
goods for your business? It will save you 
expense and enhance your product. 


CONSULT OUR KEEP 
REPRESENTATIVES YOUR 








VW aa 
Lehi Bas y 


Our fully qualified technical represen- D AILY ELL 
tatives in attendance on the stand will 
-gladly discuss with you your problem. 

‘They are experts who can really assist you. 

© 


— 
RECORDS wav? | 
~-Under the New Road and Rail Traffic Act every lorry owner ~ 
must keep accurate journey records. . 


Drivers’ report sheets are often a feat of t memory and guesswork, — 
but SERVIS RECORDERS -give a correct record showing the 
exact TIME a vehicle was moving or standing. ¢ 


Servis Recorders check mistakes. of organisation and äperation. 
OVER 100,000 IN IN DALY USE. 


sms $ RECORDES lii, 7a HED Li st ST._LONDOR wei 





: | elon Ltd, Derby Road i Worl, — Road, Edmonton, 
| lentes, NAB oss eigar Phone: Tottenham — — 


* 





















ma l fine nozzle at the end 





n the jig, the operator depresses the 
unger and clears the chips and dust 
from the jig in less than five seconds. 
Besides the obvious advantage of 
much greater speed, the job is less 
tiring, less trying. The cost of brushes 
is eliminated. Jigs can be designed with 
ttle reference to the problem of chip 
-- clearance, And, perhaps most impor- 
tant of all, perfect register of the part 
in the jig becomes a matter of certainty, 
because the blast shifts particles of dust 
> that a brush would miss. 


—  CANTEEN'S 
“THANK YOU” 
cafeteria is provided for the office 
AAstaſft. A cash register records all the 
transactions. When the amount is 
recorded, a plate is displayed bearing 
the words ‘‘Thank Yon”. Just one of 
se little human touches, courtesies, 
| staffs appreciate. 



























PITA. “WINDOWS 
B ides two fully equipped medical 
7 rooms, a complete hospital is situated 
in the factory. It contains beds, baths, 


E SIGNALS 
minimize the damage from fire, it 
is necessary that every person in an 
‘ganization should know what to do in 
case one should occur. This is how the 
situation is met in the Ford works. 
= The clocking-on stations are located 
at numerous points throughout the 
plant. . To avoid waste of time, each 
_ clock, with its two sets of card-racks, 
controls a small number of workers 
only. One pocket in each rack, instead 
of displaying. a white time-card, dis- 
plays a red panel. This panel gives the 
alarm signal for the section. 

This clever idea places the vital 
information, not merely where it can 
«be seen, but. at the one point where it 

must be read—and four times a day at 

“that, for in order to select his card, a 

_ man must have his mind on the rack. 

_. Six thousand men are employed at 

Dagenham. And six thousand men 
© know. what: to do in case of fire. 













RINKING FOUNTAINS 
HICH SAVE TIME 
} is lost in most 









pressed air are fitted to 


-za long walk is- 
to get drinking. 
; Jost in rinsing rq 
not clean. To 





the lips do not come into contact with 
the nozzle. These devices cut out the 
walking time and the cup-rinsing time. 
But their chief value lies in their 
hygienic advantage. 


EASIER AND 
BETTER SOLDERING 


— cldering is notoriously a wasteful pro- 
cess—and sometimes a difficult one. 





These Plans 


Cut 40 Per Cent. ¢ 
Our Working Costs 


eduction in manu- 
facturing costs, as 
far as direct labour 
is concerned, merely 
represents adjustments 
in piece rates and the 
spreading of work to 
hold the organization 
together. The recon- 
struction of that part of the organiza- 
tion which contributes so largely to the 
building up of costs, commonly termed 
‘indirect manufacturing departments’’, 
requires, however, much more care and 
attention than the direct labour depart- 
ments so as not to disrupt the super- 
visory personnel or to break down 
morale. 

Our company’s careful study of its 
indirect manufacturing costs developed 
interesting facts and has made pos- 
sible a number of major economies. 

The division of engineering plants 
and equipment includes heat, power 
and light; general maintenance and 
also the factory general labour depart- 
ments. These departments were con- 
ducted separately, although they re- 
ported to one general maintenance 
manager. This, of course, meant that 
there was a foreman in charge of each 
of these divisions: carpenter shop, 
machine shop, electrical shop, plumb- 
ing shop and tinsmith shop, as well 
as the factorye general labour and the 
heat, powgr and light departments, 


This ‘Was The First Major 
Economy 

Our first job was to place working 
foremen in charge of each of these de- 
| ents, with such designations as 
head carpenter, head machinist, etc. 
As these men had been promoted from 
the ranks in their respective depart- 
ments, they assumed thei portion of 
the regular work, and we were able to 
regluce each man’s sta 
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By 
R. S. PAYNE 


Technical Director 
Cluett, Peabody & Co. 
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rduce a: taff by two or three. 
„workers. In the present organization, 





save this time, special drinking foun- This is tl 
tains are placed at frequent intervals 
throughout the works. Upon depressing 
-a.ring, the water bubbles from a nozzle 
to a height of four inches. In drinking, 











solder exactly the same shape 
radiator top. Holes are already pun 
so that the leaf fits over the radiator 
tubes. The soldering process then cone < ćž 
sists simply of placing the leat ioo žć 
position, painting it with flux, locating _ 
the radiator top and heating the whole 

job. ee ne 
This method ensures a perfect joint, = — 
eliminates the need of skill, and com- = 
pletely eliminates all waste of solder, = 




















to reduce cur co 
operating these 
partments by | 

go percent. 
Our plant covers mor 6 
square feet of floo 
eight. buildings ranging - 
six to eight stories and co 






















a considerable quantity of new: 
struction. In many cases we Bb 
proved that this work can be done 
a lower cost by our own staff than: 
contract. perenne Y 
This Method Much Reduced = — 
Estimating Costs ee 
A careful analysis of the divisions < < 
between new constructiqn work and =< < 
general factory upkeep showed that 45 > 
per cent of the working time of car > 
penters, pipe fitters, machimists and > < 
electricians was consumed in construc. o =< oo = o0. 
tion work. This, in itself, requires aooo 
considerable amount of estimating. The < 
procedure followed is about as follows: 
each morning all construction and re = 
peir orders are reviewed carefully by oo oo) 
the plant engineer and maintenance o — = 
manager to determine, first, whether. 
the jobs are necessary and, second 
segregate emergency jobs and t 
aside others as i 


are then allocated t 

































mechanics. _ S 
ars ago we instituted a ru 
mn exceeding — 


Two years 7 
that any appropriation exce 








ctio not 






udgmen 


father because we felt that it- would - 


induce them to make a more careful 
analysis of work to be done in their 
_ department before going to the Board 
_ with a request which necessarily would 
Contain a detailed estimate of cost and 
estimate of saving as well as a ‘‘reason 
_ Statement’, This change has proved 
beneficial, 

It is the policy of the Director of 
ngineering to visit each job at least 
twice daily after the morning confer- 
ence. The maintenance manager con- 
_ tinually goes from job to job to see 
__ that the work is kept in motion. 


How The Costs of Plant Cleaning 
Were Reduced 
One of the very necessary jobs in 


























the plant is that of cleaning service. 


Three years ago we were spending 
imately {8,000 annually in 


to practically every depart- 
e plant. These cleaners were 
the supervision of the foremen. 
man had a half-day’s work to do 
ld easily distribute this over the 
d seem fairly busy. Our first 
was to place these cleaners under 
pervisor and to have the work 
t night. We equipped this staff 
h heavy duty and light duty vacuum 
eaners, floor scrubbers, etc., and laid 
the work on a square foot basis. 
‘reduced this expense to less than 
ooo annually, and our factory is 
ably 50 per cent cleaner than under 
vious method. Attached to this 
leaning staff is an electrician who 
all electric light fixtures and re- 
burned-out lights, enabling us to 
ave all fixtures cleaned at least once 
_ monthly without interfering with daily 
operations. “ 

Ina plant the size of ours, the factory 
_ lift service is naturally a problem. Until 
_ three years ago, we operated nine lifts. 
_ A careful study of this situation enabled 
us to re-route employees to their work, 
canteens, etc. This, together with the 
_ installation of mechanical conveyors for 
_ stock and empty cartons, enabled us to 
_.Yeduce our factory lift staff from nine 
_ fo five. 

-Our sto@k rooms are located on two 
_ floors, with the general order-filling, 
_ invoicing and packing on one floor. We 
selected one lift for the use of the stock- 
men on the second floor, who, after 
- picking out their orders, now operate 
the lift themselves. ® 
Our main plant had five entrances. 
_ We closed two of these, and re-routed 
_ the employees through the remaining 
three, thereby eliminating two door- 














abour depa 





er 
these two 






ts under or 






e had lost confidence in the _ 
t of our department heads but 


time to have a cleaner | 


abour departments were eight | 









Do. Many Jobs 


of doing a great many jobs about the 
plant, such as operating lifts, handling 
coal, and watchman relief work, so that 
the combined group made a very excel- 


lent "Flying Squadron’’. It is our be- 


* 





N a factory where 

the assembly of 
small parts was car- 
ried on there was one 
bench running the 
entire length of one 
side of a large room 
and directly facing 
and against a window which, following 
modern construction, was also the entire 
length of the room. 

This window had an unobstructed view 
over open country. Thus, from the natu- 
ral light point of view, it was at first con- 
sidered ideal. 

Employees working at the bench, how- 
ever, and facing the window, found that, 
though there was full daylight falling on 
the work, the brilliant light from a large 
expanse of unobstructed sky was also very 
trying to the eyes. 

To overcome this a simple idea was 
devised. 

Three-ply strips covered with thin sheets 
of stainless steel were fixed at an angle to 
the window. These shields had the 
eflect of cutting down the amount of light 
which fell directly into the workers’ eyes 
and of reflecting additional light down on 
to the work bench. | 

Plenty of light was able to come in 
over the top of the shields, so that the 
general lighting of the deeper interior of 
the shop was not noticeably affected. 

This plan not only much reduced the 
fatigue of the workers, but it also enabled 
them to increase their optput without 
effort. 

+ kd 


Finds Those Who “ae 
Should be Rewarded 


PECIAL cards, headed ‘‘Recommenda- 

tion for Awards’’, weresupplied to the 
chief executives of the various depart- 
ments of a large manufacturing concern. 
Those who received the cards were in- 
structed to send one to the managing 
director, infgrming him of any praise- 





‘tion. - J 


_ The management distributed these card® the 


nknown. except 









Busy Manager 


worthy work observed in the organiza- — 

















pients, and requested that they be used = 
only in the most worthy cases. — 

The results have been very helpful in 
promoting the spirit of the organization. 

The benefit is not wholly with those” 
rewarded, however, for the whole organ 
ization is better when men and women are 
properly recognized for their work, an 
when the executives know more abo 
who is putting forth special effort. 

The holders of these cards use then 














of a lift attendant to receptionist, after 
special recommendation had reached 1 
Management upon one of these ct 
This employee's unusual courtesy _ 
accommodation, especially at rush ti 
and in trying circumstances, ca 
several executives to give her 
recommendation she deserved. x 

The rewards have the form of persor 
letters from the managing director, mone- 
tary awards, increases in salary, and pro- 
motion, | — 
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74 Minute Job | 
Reduced to 10 —— 
N a small tin-box factory, lids which had | 
been stamped, collected on the top of è 
the press, and, when swept off, fell at the 
back or the side. A chute was fixed at 
the back of the machine and a large 
wicker basket on wheels at the side. The 
time spent per day in gathering up the 
lids, was in this way reduced from 74 __ 
minutes to o. —— 
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Hand Trucks 
from Scrap — 
big saving is made in one firm in the 
cost of hand trucks for conveying 


A 



























The big saving in taxis only one. 
of the many reasons why it is 

cheaper for tradesmen to deliver 
the Raleigh way. The low price, 
the easy payments and the negli- 
gible running and maintenance 
costs have enabled hundreds of 
tradesmen to run motor delivery 
services at the minimum of ex- 
pense. You, too, can serve more 
customers and increase your — — 
business in the same way—and o 
on a 300-mile-a-week basis, it i 

needn’t cost you a penny more 
than 11/- per week per van ! 


RALEIGH 


LIGHT TRANSPORT 


“Differential. rear axle, 3 

oo forward speeds and reverse, 

-i ia wheebsteering gear, detach- 

oo able and. interchangeable 
oe wheels, 4 damp set, electric 
een. wiper, ete. 
oe tyres are now a 
dficeing. Tax only £4 
oe Third Party from £3 



















npletely equipped 
~warks) 


e country. Sole London and Home Counties Distributors : ¥ ANK WARING. 
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- a new Service for Business Mer 
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HE Better Business Association has been formed so prov a , 
tisn 8 








o oe , for the interchange of ideas and methods amongst Bri 
ap FREE Advice and Help on Business men * a view to improving individual efficiency — 
the following Business and advancing the interests of British trade and commerce asa oe 
2 Ta Subi whole. Also to provide business men and executives withareal 
ubjects ———— Business Advisory service, which has never before been possible. — 


T EEN Applications for Membership are invited from progressive 

OMS: Equipment ne Business Men and Executives. The ordinary subscription — 

- Machine Accounting insurance is one guinea per annum but, by special arrangements = —  —  —ć 
Accountancy Methods Mail Order with the publishers of “Business”, postal subscribers to 
con the journal will be admitted to the asso@lation with 
full privileges of membership at a reduced . . a > 


Account Collection Sales Promotion 
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“Window Display Salesmanship = R S u bs € ri pt i O n of H 


— Sales ‘Letters Staff Management p 


a ha 






— oe Printing Won Office Organization 
— oe ‘Advertising - | Factory Organization 


EENE AEAT ANOETA AA NENA inari eh ven a oaia antt rif Sib ACPO PN ent ce ee! 


J eee * Applications for Membership and Prospectus 
ec Oh ara ToNor" Inder <, Mechanical Handling o should be addressed to :—~ 
3 Costing 5. 
Staff Welfare z The Secretary, 
ommes | Better Business . Association 


a a 6 Carmelite Street, — E.C 4 = 



















The new PRO-TECHNIC 
ee eEdiphone is specially de- 
signed on clean, dignified 

ines to harmonise with all 
office furniture; the colour 
a is an attractive warm grey, 
: : : and the model is completely 
— enclosed and quite dustproof 


5 5 : * 


* 





The Ediphone makes for smooth, 
uninterrupted dictation, harmonious 





| Write for full 


particulars to; 


THOS. A. EDISON 
LTD., Victoria House 
Southampton Row, 
LONDON, W.C., 


Branches and Dealers 
| in all principal cities. 





— —— HS dN Ay AN, 





4o-techn; c 


|| THIS CONCERNS 












| of, — deciding lo keep the work after examining it. In either case $ 
ade 


í “the above coupon has y veturned “The Master Key” and asked for retum 1 
cof deposit! o J ee ee 









by CHARLES F. HAANEL 


O not miss this opportunity to possess what is un- 
doubtedly the greatest work ever written on Psychology, 
“The Master Key” to all the Philosophies which have 






attempted to solve Life's Problems; and a practical means f — 
of raising the wonder and beauty of Life to their highest | pe 
expression. It imparts a Practical, Working Knowledge of | ap 
the. Creative Processes of Thought, and affords you a means fo | 


of securing Personal Happiness, Advancement and, if you 
wish it, Leadership. 


This is true because ‘‘The Master Key” avoids theory, specu- 
lation and abstractions of all kinds and confines itself to the 
Natural Laws of Power, Health, Wisdom, and Wealth. 

These Laws operate with scientific exactitude, and those 

who have succeeded in obtaining a working knowledge of {f 
them are enabled to break the bonds of environment, control e 
elementary forces and utilize the potentialities of infinity, = 


“The Master Key” has hitherto been produced as a Corres- 
pondence Course of Instruction for which 200,000 people- 
have paid fro ros. each. It is now offered to you, un. 
abridged, with additional matter, ready to serve you as a 
Practical Source of Inspiration and a Means of Achieve- 
ment at all times. | 


“The Master Key” will open to you a New Realm you may” 
never have thought about before. It will afford you more 
Lasting Pleasure than people usually get from Pounds and | 
Pounds spent on Luxuries, Petrol and Pastime. It will make. 
you Wiser, More Practical, and More Able to Achieve your: 
still unrealised Ambitions. It will help you to take the i 
Humdrum out of Life and put Splendour in its place. It- 
will tell you many curious truths. Through it you will re- 
create yourself and your future, : 


The Complete {10 ros. Course of 24 Parts for only 30/- cash, = 
or 32/6 by Convenient Instalments. (In either case Postage. 
gd. extra.) In One Handsome Volume, Buckram Bound, 
with Glossary, Index, Psychological Chart, Questionnaire, 
etc., Gilt Top. 488pp. Size roin.x6lin. Self Betterment 
means the Betterment of these around you, which in turn’ 
leads to National and World Betterment. 


Cut out and post this Coupon—NOW. 


LERET K EA TREAT ERR ETET ETTE A RAEH ER RAE ES 










LEKTE] a LLELE EEEE EREET ETTET TET 


To Tue Master Key Pusuisumwe Co., 
13-24 Charterhouse Square, London, E.C.r. 


Your message in February Bustvess interests me. I enclose 

a returnable deposit, made payable to “The Master Key 

Publishing Company’’, crouse “Afe Payee Only’’.* Please- 
send me "The Master Key” for 3 days’ examination, after 
which I shall either return the work to you in the same. 
condition as I receive it and you will refund to me m 
deposit, or I shall keep the work. _ 7 


Nang ee eCR SEAR e Oho eee ee ee Oe he eee ee ee ee) ee ee? a ded 
® 
Addressa bl ee re * ee cee TREES RRA KRHA y CORRE DEH E E 
‘ + 
bi a ee Sr — 4 4444 AVE EN ER EY ee eR RE eR EEK EE 
ca 44 444244 ees a ee ee Se oe ar a as 
+ 
J EHT e 


* Please remit? Cheque or Postal Order for either ao}. payment in frit or 


5/+ first instalment at your option, according to whether you intend to pay Fo Gies 
for “The Master Key” by cash or by sf- monthly instalments, in the eve “fo 





i od. for postage, By remitting in this way you make book-keepigg 
easter for us and payment easier for Sourself. No one who has completed 













































An investigation into the kinds 
of papers, forms, books etc., 
used, revealed many extrava- 
gances. This story tells how 
they were dealt with and pre- 
vented from recurring 


maller items which we 

or investigation when 

make internal economies 
ture on stationery. We 

$ iderable savings and im- 

-provements could be made by syste- 

“matizing research into the whole 

question of stationery uses and costs. 

"First a small committee was ap- 

“pointed to consist of the head buyer, 

the head of the office printing depart- 

“ment, the head of the office planning 

department and an investigator who 

>was also to act as secretary. 

`: To Examine Kinds and Uses 

ar of Forms 

We possessed an excellent printing 

department equipped with a consider- 

“able quantity of office printing machin- 

ery. We also had a very keen buyer. 

We could not therefore hope to make 

¿much additional saving at either of 

these points. 

The first thing we did was to define 

a policy. We decided— 

. (a) to investigate every 

stationery stocked; 

(b) to institute an organization for 
controlling the stationery usage 
in each department. 

A list of all items of stationery was 
prepared, showing the description, code 
number, maximum and minimum stock 
levels and also the price. The com- 
mittee met weekly and decided the 
items to be investigated during the 
following week and the action to be 
taken on the items previously investi- 

` gated.: To obtain an immediate saving, 
all requisitions for new items of station- 
ery (items which had not previously 

been ordered) were passed to the com- 

-: mittee before any purchase could be 

authorized. When possible, the requisi- 

tions were cancelled or standard stock 
items „were substituted. All items 
ordinarily,supplied were continued until 










item of 











Reduced to 6 





Sizes and qualities- 





ee Had investigated them. 
Forms and Binders — 


tationery was viewed, k 





£3,0 


A off The Stationery 


By OSWALD HARE 


of Rowntree 


paper were standardized and their uses 
defined. Only two qualities of paper 
were allowed, exception being made for 
forms printed by machinery requiring 
special paper. The standardization of 
paper sizes prepared the way for stan- 
dardization of sizes and types of binders 
and folders, these being reduced from 
twenty-eight types to six, four of these 
being binders requiring the punching of 
papers, one being an envelope folder 
and the other an open folder for use in 
filing cabinets. We thus at the same 
time reduced the number of different 
punches in use. Invoices were reviewed 
and kinds in use were reduced by 
twenty-five. 

A big field for economy lay in the 
examination of specially printed and 
bound books. It was found that nearly 
all these could be obviated by the use 
of loose-leaf forms printed by ourselves. 


How Office Printing Machinery 
Cut our Costs 

Ali forms which could be printed 
more easily by us were examined by 
the head of the office printing depart- 
ment, who prepared a cost figure which 
was compared with that supplied by the 
head buyer. When the cost showed in 
favour of our own printing staff, it was 
arranged that such work be done by 
them in future. 

The investigation revealed many 
forms and other items of stationery 
which were either unnecessary or which 





SHORTHAND MACHINE 


While new to the British market we under- 
stand that the machine which produces this 
kind of shorthand writing has been used ex- 
tensively in France for some time. The machine 
itself resembles a typewriter with twenty-one 
keys, and is ‘very easy to use. A speed of 
230 wotds per minute can be reached by an 
opetator of ordinary skill, and she can keep 
from four to six typists working simultan- 


eously. The great advantage which it offers, 


in addition to jts small size (10° x 9” x 3”), is 
that the characters, since they are made mech- 
anically, can be read easily by any person, so 













& Co., Ltd 


could be combined with seme oll 
forms. Managers of the departm 
using these were interviewed 
advised of the demise of such 
persuasion, of course, always being 
io gain the approval of the mana 

All the items of stationery. 
outside the firm were the firs 
investigated, and when a dec 
reached on each item the u 


Whe 
amalgamated: 
for all forms u 
department tot 
enabled the o 
to print greater q 
quent saving in b 
Al station 
firms was bow 
department on. 





fore arranged 
marked accordi 
decisions. A central store was u 

(Continued on page 32) 
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These FOUR IDEAS 


Save time in a BUSY OFFICE - 





TO APPLY LOOSE LEAF PATCHES 


Small loose leaf patches are difficult to moisten 
and get squarely over the hole they patch. Cut 
the head off a common pin and force this end into 
the rubber or eraser part of a lead pencil. The 
point of the pin can be forced into the tough gummed 
cloth of the patch which will hold it nicely while 
pressing lightly to a moistening pad, and then to lay 
the patch neatly over the torn hole in the sheet 
being patched. Not necessary to try to handle the 
patch ring with the fingers at all, only to press it 
down firmly in place. The aggravating little patch r 
rings can be easily worked with in this manner 





REPAIRS LARGE 
RUBBER BANDS 


The heavier sizes and widths of 
rubber bands often suddenly break, 
and they do it frequently too, when 
they are not so very old. With no 
new large band handy, some quick 
emergency method of repair is very 
convenient. Tying the band is not so 
good, you cannot successfully knot the 
rubber, and the knot is in the way if 
the band goes round papers which are 
to be piled or laid flat in a certain 
order. Take a common paper fastener, 
lap the ends of the band a quarter of 
an inch or so over each other. Firmly 

“ compress the fastener over the ends 
and secure it snugly by tightly bending 
gl the little clincher point which cames up through the eye. This can 

readily done with a small pocket knife. The ends of the band will be 
securely held if this manner and without the inconvenience of a bulky, bulging 

* knot. Paper fasteners are always at hand around the desk, while a stock 
of rubber bands of the larger sizes never seems to be. This little 
“vulcanising’ job will nicely patch for the time almost any of the larger 
size, bands. In practice it is found that the heavier the type of 
band the longer does this emergency repair last. In big offices the 
cost of large rubber bands is high; so this repair is worth while 


These ideas were 
photographed in his 
own office by a 


reader of BUSINESS 





TO WITHDRAW 
HEAVY FILES 


When letter and record files 
become full and heavy, the 
small leatherpul! tabs on most 
of them break off, or are, if 
serviceable, hard to draw the 
file with, particularly if files e 
are closely packed on a shelf 
above shoulder height. A very > 
simple scheme easily to get Š QUICKLY SORTS PAPERS 


them out where they can be 





gripped is shown here. Drive Papers, letters, and file copies are generally handled by 
@ medium-sized rubber-headed means of a finger-stall or moistening the tips of the 
tack in the upper wooden , fingers from a dampened sponge. A finger-stall is often 
portion of the file. The finger annoying and uncomf le, while a sponge is not 
ends can pull on this, easily always satisfactory, and some paper does not stand the 
tipping the file out and getting moisture even to that extent. Take'an old lead pencil, 
enough of it clear of the rest some three inches long, cut the ends off squarely and 
of them to be seized with the force over each end a common soft rubber eraser Kap. 
fingers and readilyÑifted down. This little device is very convenient to use for this Bur- 
Makes the files easy to handle pose. It does not wrinkle the paper corners, and there is 
no matter how tight or close- plenty of friction even with a very light pressure. It 
ly they may set on the shelf is readily carried in the pocket aa will lasta long time 
s 
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OFFICE PRACTICE & EQUIPMENT 


Why Not Use 


The SLIDE RULE ? 


By ROGER SNELL 


he most urgent need of the executive 

is to do more work in a given time. 

Mechanical aids have been developed 
to enable him to do this. 

Quite apart from the array of splendid 
machinery which so enormously speed 
up work by saving time in the general 
office and routine departments, the 
executives have their own appliances. 

One item, however, has been very 
largely overlooked, and that is the slide 
rule. 

The slide rule, of course, is to be 
found on the desk of almost every man 
engaged in work of a technical nature, 
such as the draughtsman and engineer. 
Those who have graduated from a 
technical position to a techni-commer- 
cial position, or to a solely commercial 
post, put the slide rule to constant use. 
They have inherited a means of calculat- 
ing that they would not be without for 
any money. Often they are regarded 
in many offices (sometimes by first class 
commercial men) with amazement, 
because they have learnt the art of 
applying this simple form of calculator 
to their business calculations, thereby 
saving a great deal of time and needless 
brain-fag. 

The idea generally exists among pro- 
fessional business men ‘that the slide 
rule is an entirely technical affair, and 
useful only for the mechanical engineer 
in solving difficult formulae, and that 
it is a very difficult instrument to 
manipulate. 

On the contrary, the slide rule is very 
easy to use. It does not necessitate the 
knowledge of logarithmic principles 
involved in the calculations, any more 
than does the operator of the calculating 
machine need to understand the 
mechanism of the machine being 
operated. 

Perhaps it should be pointed out that 
often only an approximation can be 
obtained, but there are occasions when 
such approximations are all that are 
desired, and the departmental chief is 
satisfied with an answer to the nearest 
£. A check-up on the slide rule will 
often convince him that a detailed work- 
ing is accurate. 

If the engineer, who is called upon 
to work to fine limits can use this cal- 
culating device, then surely the business 
man, who no less desires approxima- 
tions, can find uses for it as well. 

Perhaps a few simple examples will 
suffice to point out its usefulness and 
practicability to the commercial man: 

Example 1. Simple multiplication. 
18/74 X 245 = 4000/- = £200 (approx). 

Once the scale is set to 18/7}, this 
can{be multiplied by any number or 
fraction of a number, and the answer 
read almost as simply and quickly as a 
child reading a multiplication table. 

, 


3 
4 T = — 


Example 2. Simple Division. ° 
(a) £57 16s. 6d. divided by 21.4 = 
£2.70 = £2 14s. od. 
(b) What percentage 
4849? = 46.4%. 


Example 3. Combined Multiplication 
and Division. 
531 Bolts at 17/6 cwt. (121 to the 
531 
cwt.) = — x 17.5 x 12={3 16s. od. 
121 
This ultimately amounts to a pro- 
portion calculation, and it would be just 
as easy to read off the price of any other 
number at the same time. 


is 2250 of 


Example 4. Deduction of Discounts, etc. 
£2 3s. 4d. less 47% less 25% = 17/1 
The even amounts are only accidents 
and do not affect the simplicity or 
otherwise of the calculations. 

Even the use of interest or discount 
tables is a clumsy process when broken 


amounts of the {1 and per cent. are 
concerned. 

In offices where charts exist showing 
decimals of the /1 and the ton, etc., the 
slide rule can be used to great advan- 
tage. 

Example 5. 
2 tons 3 cwt 3 qrs 10 lbs at 34/6 per ton 
= 2.919 X 1.725 

= 3.78 

= £3 15s. 7d. 
These are of course only simple cal- 
culations to show the scope of the slide 
rule; the more involved they are, the 
greater will be the amount of time an 
fag-work saved. 

It must be observed that the degree 
of accuracy obtained will depend upon 
the nature of the calculation performed. 
The smaller the amounts calculated the 
more accurate will be the result, and 
the larger the figures the more approxi- 
mate will be the result. 

These few notes are not meant to be 
an explanation of all the uses of the 
slide rule, but are just drawn up to 
show that immense possibilities exist in 
the ordinary fields of commerce. 

These possibilities have just been 
realized by a leading firm of British 
manufacturers, who have placed on the 
market a special invention for com- 
mercial calculations. 
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Our Reception Room» 
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Has a Goodwill Value ° 


e 
e © Publicity and Sales 
Ts Company attaches great importance 


to the manner in which callers aree 


received. Our reception-room is often the 
first actual cbntact with this house of 
business made by visitors. These may be 
customers with whom we are already 
doing good business, prospects with whom 
we want to do business, or people who at 
any rate are potential us@ts of our pro- 
ducts. Whoever they are we want their 
contact with this house to reflect the 
cordial spirit of goodwill which is behind 


From G. J. FRESHWATER 
Promotion Manager, The Marconiphone Co., Ltd. 


our business in every sphere of its work. 

In this the attractiveness of our recep- 
tion-room plays a vital part. We consider 
that it has a big and definite cash value. 

On the walls are autographed photo- 
graphs of many of our trade friends. We 
are copstantly adding to these because we 
feel that this little gesture helps tg convey 
to new customers the good feeling which 
exists between all our dealers and our- 
selves. 


BUSINESS 
EQUIPMENT 


Right: This equip- 
ment is designed to 
reduce handling 
time. It consists of 
an all-steel skeleton 
racking and trans- 
portable lifting de- 
vice. The boxes are 
delivered to the 
warehouse and are 
unloaded from the 
lorry on to the steel 
skids. The dividing 
skids between the 
boxes are fitted with 
steel rollers which 
enable the boxes to 
be easily pushed 
from the skids into 
the skeleton racking. 
The special lifting 





Above: Thanks to the research which has been 
carried out into the subject of seating we know 
definitely the exact kind of seat with which to 
proyide a worker to enable him or her to work 
, well without unnecessary fatigue. This type of 
chair allows the user to make the most accurate and 
comfortable adjustments without leaving the seat 
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Above: A great deal of experiment was undertaken before this stapling 
machineswas put on the market. The designers aimed to pro@ucea machine 
which could not clog, no matter under what conditions it was used. The 
result seems to substantiate that claim. In this model the same slight pressure 
only is required, irrespective of the number of sheets of paper to be stapled 








—which raises the whole load. 
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truck is used by the operator to transport the boxes to the racks. The method of opera- 
tion is merely to run the truck under the bottom of the skid and pull down the handle 
Transportation by one man is then a simple matter 





Above: Versatility and economy are 
features claimed for this truck. It has 
a 500 c.c. air-cooled petrol motor, shaft 
drive, 2 forward speeds and reverse and 
will carry loads up to 25 cwt. on a 1 In 
7 gradient. In operation the machine 
will do, for an all-in cost of £2 6s., 
exactly the same amount of work which 
would call for 6 men with hand trucks 
working a full week at a cost of £12. 
A typical week's costs for this truck 
are: 6 gallons petrol 7s. 3d.; oil and 
grease 1s. Od.; tyres 4s. Od.; driver’s 
wages—youth 20s. Od.; standing charges 
13s. 9d. Total £2 6s. The SAVING 
over the manual labour quoted above 
is £485 per annum 


HELP YOURSELF... 


To the new Free Business 


Service described on] 
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: h A SINGLE ` YEAR! 7 
eT the Professional Accountancy, Secretarial, Banking, Insurance, Legal, London 
University and other important Examinations for which it provides expert 
Postal Coaching, the Metro pponta College presented, during the last twelve 
months, ie, to June,.1933, considerably over 8,800 SUCCESSFUL STUDENTS. 
who obtained Hundreds o Prizes, Medals, Places, etc. . including go First Places. 
These. figures. relate solely to examination successes and do not include the 
many hundreds of students who were trained to proficiency in the practical 

{non-examination}) postal courses in Business subjects, 

This record. which cannot be approached by any other training centre in the Kingdom. 
clearly demonstrates the — emeciency of a Metropolitan College Training. 
Accountancy, Secretaryship, Banking, Insurance, Law, Commerce. 
The Metropolitan College, St. Albans, offers absolutely. Individual Spare-time 
Commercial raining in your own home, and its undoubted efficiency is clearly 
; i H demonstrated by its recent ex- 
amination successes-—the 
nitimate test of 
any Training 
ntre, 
Every 
ambitious 
man or 
woman who enrois 
for a course of postal 
study under the auspices oj 
the College is assured of receiving 
the finest professional or business 
training it is possible to obtain. 


— COUPON-—POST NOW! 


| el send me 7 he Cal charge or 
o —— copy. of the ege 132 page 
GUIDE TO CAREERS 
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{In Capitals} 
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Fanfold’s 





Systems 
© 


ELIMINATE UNPRODUCTIVE LABOUR 


igh 


IN HANDLING YOUR MULTIPLE FORM 
WRITING 


Ask us to prove to you that we can 

“gave you £1.6.8 on every 1,000 

Multiple forms completed in your 
office 








SPEEDOFORM | FANFOLD | TRANSKRIT 





TRAE AA Ao ä 


CULAR ROAD, LONDON, Nwa — 
Yaliphone: GLAdstone 5477 ee 


T. ALBANS 


hour Saving Stationery 
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See it demon: 


MADE 





BAR-LET 
Telephone : Nott. 7514/2 




















































STAND A, BE oo Ee 
INDUSTRIES. FAIR 
The NEW 


AR-LOC 


Model No. 19 
IMPORTANT FEATURES INCLEDE : 
NEW “VELVET” TOUCH: SILENT 
CARRIAGE RETURN: CHROMIUM ©” 
PLATED FINISH: NEW STYLE. 
COMPENSATING PAPER FEED: — 


INCREASE OF INCH IN CORRESPONDENCE — 
CARRIAGE WRITING LINE pee 


Many other new features and developments resulting ao 
in utmost efficiency, Speed and ease of op — 


iN ENGLAND 


BAR -LOCK 
(1925) CO., 
NOTTINGHAM 
ENGLAND 
Makers of the 


PORTABLE § 


AREEN ETNEN 


ORTY years’ progressive develop- a 
F ment in the design and manufacture — 

of — — Machin ; as 

ýh to the stage thot to-day 
Etianis' Duplicators ere undoubtedly 
pe most perfect —— teine 
Aie 


The regularity Increasing demand tor : : 
Office printin has resulted 

© in the production of a- 
— posible purpose. 


Ne fewer. than four al * — 


to the simp qe ie faces a Mane 
eed Rotary, sold at a partic Ly 
reasonable price. 









Britva ol Basen 
nese Concerns wha are 
nol familiar with ke 4 
— oe i ane 


OR ral 




















y the merest flick of a key—to 


Get through instantly 
to any departmental 
member of your organiz- 
ation, without turning a 
dial, calling Exchange, 
holding an earpiece, or 
speaking into an unsanit- 
|. ary mouthpiece. 
Talk naturally to him, 
} without raising your voice 
“and without moving from 
your seat or even from 
your usual. attitude. 
Hold a conference 
_ between several of your 
=< departmental ‘‘heads’’ 
without anyone leaving 











___ INTERCOMMUNICATING—AUTOMATIC— 
|. LOUD-SPEAKING—The Dictograph Tele- 
Fe byte System enables you—as Principal— 


SUB-STATION 
Hear their replies aloud 
through a loudspeaker as 
distinctly as if they were 
standing at your side. If 
you wish your replies to 
be for your own ear only, 
an earpiece is provided. 


Retain both hands free 
to write or hold papers 
whilst you talk, or even 
walk about the room or 
dictate your letters. 

Secure right of way 
in a polite manner over 


other conversations 
between your depart- 
ments. 


5 
6 


his department ‘‘leader- 
- less”. 





n AND ALSO PROVIDES 
uU =e — er ener COMMUNICATION 


Can you afford to be with- 
out such conveniences in 
your business? It will cost 
you nothing to find out, 
We give free demonstrations 
in your own premises with- 
out charge or obligation. 







as MASTER STATION 


" prcroGRAPH TELEPHONES Ltd. 


Head Office and Works: 


Aurelia Road, Croydon 


London Sales Office: ABBEY HOUSE, WESTMINSTER, S.W.! 
Telephone: Victoria 5714 (3 fines.) | 


oe —— MANCHESTER, BIRMINGHAM, GLASGOW, DUBLIN, 
— BELFAS , LEEDS, BRISTOL, NEWCASTLE, CORK, Etc. 








— USE THIS If you desire information from 
Cc o U P o N the Editor or from Advertisers 


ae To. BUSINESS Service Department, 6 Carmelite Street, E.C. 4 °. 


Please send, without obligation, more information in connection with advert$ement 
(or advertisements) i in the February, 1934, issue of BUSINESS numbered below. 
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executive rank would — provide son 





h stationery. bat for print 
at the frm were ordered direct from th 
office printing department with th 
above exception. Some new printing — 
machinery. was found necessary to. 
replace existing equipment which was 
well worn and to handle the diversion __ 
of orders previously placed outside. : 















Putting Control at the 
Point of Issue ue 
Much overlapping of ordering of 
stationery was found.in departments, = | 
and the committee realized that unless 
there was control at the source of | 
requisitioning, it would be faced with 
a ceaseless repetition of the process of © 
cutting down requests until everyone in | 
the firm became waste conscious. This 
we saw would take time. We therefore — 
made one person in each department =~ 
responsible for ordering and stocking — 
stationery withim that department.» 
These persons were to be known as 
stationery controllers, and the duties 
were, of course, in addition to their 
ordinary work. We felt that, from a 
personal aspect, the appointment to thi 
job of persons likely to train up-to 

















































training in meeting. ‘people — an 
making decisions. Managers were a: 
to nominate people. = 

The scheme has had a very hena 1 
effect. Instructions to the station 
controllers were prepared — the 
methods of judging the efficacy o 
form, the different methods of prin 
such a form and the difficulties enco 
tered in such printing. A list of stan- 
dard sizes of paper was provided and 
the general policy of the committee vi 
shown, 

A publicity campaign was ‘started 
throughout the works to make every __ 
person feel the need for economy. < 
Managers were provided monthly with —__ 
a statement of cost of stationery requi- 
sitioned by their departments, together 
with the comparative cost for the same — ee 
month the previous year. The policy < 
under which large stocks had always 
been withdrawn immediately prior to 
stock-taking was deprecated, and we 
aimed at bringing the total consumption 
of stationery nearer to the straight line — 
ideal. cea 
The committee sat for nine months © — 
and completed the survey of all expen- ES 
diture on stationery. oa on 

The justification for this plan lies no 
the fact that there has, for the past four 
years since the investigation, been a 
progressive reduction in the expenditure 
on stationery, last year’s figure being — 
24.5% lower than that of four years ago, — 
a saving of over £3,000 per annum, and < 
this in spite of the fact that #tationery 
prices have not fallen appreciably and —__ 
that certain large items have increased — 





| | in cost owing to the fuller use we are _ 
| now making of colour: printing. Tn a 
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Well Meant, Perhaps 
But Tactless 
remark made to me recently when I 

. ‘was buying a hat annoyed me con- 
siderab y: “suppose this would be too 
rou, modom {’’ 
ost people, a snob at heart, 
“only “human nature for me, even 
though I couldn’t afford it, to buy the 
hat immediately. Perhaps the milliner 
wasa psychologist, and counted on this, 
looking upon it as good salesmanship. 

If so, let me tell her that one sale does 
not make a customer. I shall never visit 
her shop again.—London, S.W .10. 


















` evera — ago I entered a tobacconist’s 
* “and bought some cigarettes. Before 
handing the packet to me the assistant 
stripped. off the transparent wrapper. 
~ “That little service took my fancy, I had 
never experienced it before. 

I have patronized that shop ever since. 
—~London, N.16. 


Cat On 
The Counter 


Sore where the cat is allowed to sit on 
the counter or anywhere but the floor 
are avoided by me.—Stevenage, Herts. 


+ 
koa 


Show Cheaper 
Goods First — 


M y custom goes to the shop where the 
assistant will sell me what I want, not 
what: he wishes. me to take. 

I avoid the shop where I am shown the 
most expensive goods first, and afterwards 
-very reluctantly—the cheaper varieties. 
—Hull. 


+, 
+e 


The Right Way— 
And The. Wrong 


Ron i ‘bought a creaming machine 
\ from one firm and a sports coat from 
he , from my point of view, 
and of no use to me. 

o the suppliers on the 
cepted the machine 













urtesy as they sup- 


We 


The other firm said they would refer my 
complaint to the manufacturers. After 
three weeks the same coat has been 
returned to a dissatished customer who 
n — again visit that shop.—London, 

I 


Result Of A 

Sly Grin 

Re ause the assistant who served me, on 
seeing that my taste differed from hers, 

slyly turned round and grinned at a fellow 

employee, an up-to-date shop has lost my 

custom .— Westcliff-on-Sea. 


Painted Nails 
Disliked 


Wee. foodstuff shopping I — Bs 


avoid the shop where assistants have 
— tinted nails. 
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Customers Dislike— 


A cat on the counter in a dairy or 
food shop. | 


* * 


Assistants — lick their fingers before : 


picking up grease-proof paper. 
Shops with 3 step. 


E standing idly at his 


front door. 
* * * 


Finger-nails varnished deep-red—if the 
assistant is serving food. 
* * 


A badly-lit shop. 
i 


* 


+ 


Being shown the more expensive 
article before the cheaper one. 


Over-eager assistants, and those who 
tell the customer what he, or she, 
wants, 

* * * 


Assistants who engage in cross-talk 


with each other. 


** 
Shop-walkers and G 
waow tou 









its ‘readers to. , 
considered the fau f: 
i of the retail trader. 
a few opinions taken at ran lom 
from the thousands who repli 


permission of the “Daily Expres 


< person in the 


* Returned 


wool, wed he “re 









Here 








publish them by ki 

























This is not. aise wey 
narrow attack-—the fer ral ee 
t b 


obliging the girl x 
revolt at the. — 
is too much, 


The  Chocet rs 


. have given up ¢ 
= * e 


Cross - Talk Be 
o Assistants — 


[erte inco 
avori a 
may appear a det 


interest by tbe hai 
cross-talk with hi 
‘This eliminates that plete p 

attention which is due to every Chente 
Northampton. percents a 


A Perambulator — 
Problem 3 


A mother should be: enables to o shop at : 
7 > ha rathe 


ease so that she will 
Personally, I shun wwo shone now whieh 
1 used to frequent solely because the baby 
linen departments are on the #econd floor. 
I cannot be worried by: taking a po 
bulator in a lift or risking the Joss of — 
London. * 
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Why She Never 


or a year I have avoided a certala dr 

goods department, 
a very nice-looki 
figure I asked t 










KARDEX ts an 
integral part of 
these firms:-— 


CORPORATION OF 
LLOYDS 


ELECTROLUX 
= LIMITED 


—— J  FERODO, LIMITED 


IMPERIAL 

CHEMICAL 

INDUSTRIES 
LIMITED 


KODAK, LIMITED 


SELFRIDGE & CO. 
LIMITED 


x 


zut is the experience 
j it the same? 


It would be difficult to mention a single 
great firm to-day that does not use Kardex 
Visible Record Systems. We have helped 
them. We are waiting to help you. Kardex 
Visible Record Systems from 15 shillings. 


— — 
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n has studied the 
ments of literally — kind 
iding yours. is to 


— 











ause they are visible. 


our now KARDEX 


CAN HELP YOU 






Kardex, 1 Ledtienhall Street, London, E.C.3 Tel. Mon. 3921 | 
m Purchase & Stock Control, ( Accounts Control. 

fl Sales & Order Records. (1 Credit Control. 

Please send me the Bulletin I have marked with a cross. | 













This LIVE System 

cuts out a DEAD loss... 

-> by encouraging 

minutes. The “ G.B.” isthe modern system for modern 

~ businesses—its efficiency and economy have been proved 

~ by many large firms and corporations. [British 
ae Send for details, also quotations for | 


_ Time Cards and Wage Paying Supplies — 


38 Empire Works | 























punctuality, and eliminating unprodactive . 


CORDERS LTD. : increased our € 
these things, th 















(Continued from page 8) : — 






took the old stuff off the market at fixed 
prices and scrapped it. — 
This offer to buy the old model gives 
a wonderful impetus to the buying of 
the new. A man who has just assured 
his wife that she cannot have a new o 
hat owing to the demands of Mr. | 
Chamberlain will not go home with a 
new fountain-pen, if his old pen is work- 
ing equally well. But if he can tell his | 
wife that he had a reasonable offer for = 
the old pen, he may buy a new one. | 
When we initiated this scheme we | 
bore the whole cost ourselves. Clearly — 
we could not afford to stand that —. 
expense from year-end to year-end. But 
it has proved a useful stimulus in the 
pre-Christmas lull. Ree tay 
It is worth considering whether we | 
can find a compromise for sharing the 
burden with our dealers. For a con- = 
trolled part payment plan has immense = 
possibilities for many lines of better- 
class merchandize, in my opinion. {o 
believe that the retailer will value this 
service much highly when he foots 
part of the bill. Sie sou nance 


















The Agent 


Finally, we gave the retailer a special 
service by insuring his life annually for 
the amount of his turnover in Parker 
Pens. I think that we are the only — 
people in our own field to insure the. 
lives of their customers in this way: 
The dealer pays nothing. E eae 

At the end of each year Jue 
the policy is automatically adjusted 
the trader’s sales volume in our g 
He has simply to sign his name. Yet 
one-third of our retailers won't have this 
insurance even as a gift! However, 
66% of them.do take it, which is good 
enough for us. * 

The actual question that occurs to 
many suppliers of non-essentials who 
have broadened their lines as we have, 
is this—shall we be able to return to 4 
shorter range in the near future? 

Personally, I think not. While trade 
may improve gradually, there are. BO 
signs of money becoming really plenti- 

the next few years. Ex- 


ful. during 
change . restrictions, tarifis, political 
If we are. to 


uncertainties. forbid. it. 
keep our factories going we shall still 
need. volume, and to get adequate 
volume we shall have to depend on less 
expensive lines. ——— 
Personally, I am an optimist as to 
1934, not because business itself is so 
much better, but because a great many 
| of us have adjusted our marketing, have 
ficiency, and improved 
our production to such 
we are almost bound to 
of us that do 
ll be for 
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and economi⸗ 
an extent that 
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business generally. 


HELP YOURSELF . 


to this 


New Business Service 


hat ‘‘two heads are better than one”’ 

is a generally accepted fact. All over 

the country there are Associations, 
Societies and Services of one kind or 
another for helping the business man in 
some way with his affairs. 

To get this business help and advice 
from one single source, however, instead 
of spreading one’s inquiries over half a 
dozen directions is certainly an idea that 
will appeal to the hard-pressed business 
man and executive to-day; it is, there- 


An all-embracing Advisory 
Service from a single 


central point 
* 





fore, with some enthusiasm that we wel- 
come the newly-formed ‘‘Better Busi- 
ness Association’’—an organization offer- 
ing business men a complete help and 
advice service, from one central point, 
at a very moderate cost. 

The primary aim of the association is 
Service to its members. It will provide 
a common source from whence members 
may find and take advantage of the 
aggregate experience of hundreds of 
successful business men engaged in 
every field of commerce. | 
_ The association has gathered together, 

i in the first place, an unofficial com- 
mittee of experts on the separate and 
specialized phrases of business activity 
outlined on page 25. The advice and 
experience of these experts is free to 
members, and will be generally given 
either through the post or via the offices 
of BUSINESS. 

In the second place Busıness will 
constitute the’Official Organ of the asso- 
ciation and will devote, each month, 
a page to association news, views and 
affairs. This section will be a forum 
through which members may announce 
their opinions and experience concern- 
ing any problem or topic of business 
and through such announcements secure 
the exchange of ideas, opinions and ex- 
periences of other business men whose 
interests centre round the same topic. 
. One of what appears to be the most 
impressive features of this organization 
is the fact that it is in a position to 
give frank and unbiased advice on mem- 
bers’ problems and inquiries. Let us take 
one practical case. An old-established 
manufacturing concern decides to re- 
organize,its office and book-keeping sys- 
tem, Immediately the inquiry is received 
the service bureau of the association will 
prepare and submit a complete scheme, 
with unbiased recommendations as to the 
type and make of office appliances, book- 
keeping and invoicing machines that 
should be used forthat particalar business. 


I, 


A suggestion for 
a sales or collec- 
tion letter—criti- 
cism of a particu- 
lar windowdisplay 
—the name and 
address of the 


suppliers of some 


little-known pro- 
duct—inquiries of 
any and every 
kind in connec- 
tion with business 
will be promptly 
and adequately 
dealt with. 

Thus, the asso- 
ciation opens a 
new and invalu- 
able service to 
the modern busi- 
ness man. It can 
and will put him 
in touch with 
other business 
men with whom 
he has mutual 
interests, aims 
and problems. It 
can widen his ex- 
perience by intro- 
ducing to him the 
ideas and meth- 
ods in force in a 
thousand differ- 
ent spheres for 
the most efficient 
and profitablecon- 
duct of business 
routine. 

It will bring 
him business con- 
tacts that he 
would probably 
never think of 
in the usual way. 
It will lift a con- 
siderable amount 
of petty worry 
and detail from 
his shoulders—a 


most important 
point in these 
days of high- 


pressure busfness. 
Howeyou can 
joine this new 
association and 
take advantage of 
its free service is 
described ine the 
announcement on 
page 25. Turn 
now to this an- 
nouncement and 
send your appli- 
cation for mem- 
ership to the 
address given. 
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IMMEDIATE 


COMMUNICATION 
WITH ` 


EVERY DEPARTMENT 
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'NEOPHONE 
PRIVATE - . 


TELEPHONE SYSTEMS ~~ 






For Sale outright or on Renta/ 


WRITE TO 


RELAY AUTOMATIC TELEPHONE SECTION 


SIEMENS BROTHERS & CS L9 


38-39 UPPER THAMES ST., LONDON EC 4 
Es ES ee E E o a o 


. 
o r Telephone: CENTRAL 2332 Š 


SEE OUR EXHIBIT AT THE BUILDING CENTRE 
158 NEW BOND STREET, W.r. 





In a Nutshell! 


When you use “Robin” Looseleaf Books you 
keep your records in a nutshell—compact, 
secure and casily accessible. And you save 
money as well as time—for “Robin” Loose- 
leaf Books are inexpensive both to install and 
maintain. Suitable for all kinds of records. 


Take advantage of this special 
trial offer: 


One ‘*Robin"’ Looseleaf Book with 
A-Z index and 200 leaves ruled stock 
record, feint, cash or double ledger, 
sent on 7 days’ approval for 9/6 
post free. 


66-page catalogue of Office Equipment 
sent post free on request 


J.W. Ruddock & Sons 
LINCOLN 


and at 3 Old Jewry, London, E.C.2 


ORME 22: Ses BASIE PLE 








INCREASED HAND- 
LING EFFICIENCY 
by using these All-metal Dolly Trucks 





Low wheel type 


Ease of loading, moving and 
unloading heavy paper reels, 
barrels, etc. 

Can be piveted—turned in their 
own length—with load on. 
Capaciey 2} to 3 tons, according 
to type. 

Now universally adopted and 

` used. 
Test them and you will at once 
recognise their capabilities and 
advantages. 








Full particulars and prices on application 


BRUCE, DAWSON & CO. (London) LTD. 
55, Radcliffe Rd., LONDON, N.2I. 


Telegrams: 
“Brudako” London. 





'Phone: 
Palmers Green 4627. 























The B. I. F. 


BUSINESS 
EXHIBITION 


x Steadily during recent years the Business 
Appliance, Equipment and Services section 


has grown larger. This year it will be one 
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of the most important, and most visited, 


sections of the whole Fair. 
record for size and variety, and must com- 
mand the attention of EVERY business man 





or twelve days from February 19th 

the attention of tens of thousands of 

business men in Britain and from all 
parts of the world will be focused on the 
British Industries Fair. 

This year the Fair attains its majority. 
In its twenty-one years of life it has 
grown from a comparatively insignificant 
government department to one of the 
greatest buying rendezvous in the world, 
comparable even with the famous Leipzig 
Fair, six hundred years of age, older even 
than printing in the Western hemi- 
sphere. 

Exhibitors’ stands at the Birmingham 
Section of the Fair are being remodelled on 
modern lines as a result of a suggestion 
made by the Duke of York when he toured 
the Fair on the opening day last February. 
The Duke of York commented upon the 
difficulty of ascertaining exhibitors’ 
names and other information given on 
signs above his head on the front of the 
‘‘closed-in’’ type of stand generally used. 

Acting on the Duke's advice the 
authorities are adopting modern ‘‘open 
stands” with names and other details 
clearly shown at the back in place of the 
“‘closed-in'"’ type of stand encumbered 
with superstructures and overhead signs 
which could only be read from the gang- 
ways. Looking down the gangways, 
visitors will now see wide vistas of exhibits 
with makers’ names prominently in sight. 

These changes will make an immense 
improvement in the display of exhibits 
and the lay-out of the Birmingham 
Section. 
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So much now is known about the 
B.I.F. and the admirable arrangements 
which its authorities have made for the 
convenience of business visitors from all 
corners of the globe that little about that 
need be mentioned here. 

What concerns the readers of 
BusInEss much more directly is the 
enormous growth of the Business Equip- 
ment, Appliance and Services section of 
the exhibition, and the fact that this year 
the section will be bigger and more varied 
than ever before. The number of 
exhibitors here will be very little short of 
a hundred. 

If there is one thing that the late 
industrial crisis did it was to emphasize 
to business men that the heart of any 
organization was the office, and that the 
seat of successful and profitable control 
was located at this point. 

The stringency of the times showed 
indisputably that vast savings could be 
made in the office, or at least have their 
Origin in the office. 

The business man has had it proved to 
him that not only the actual production 
department, but every other department 
of his business must be properly planned 
and equipped with the most efficient 
machinery and appliances available if he 
is to gain and hold his share of the world’s 
markets. 

At the Fair will be found every office 
appliance and business service which can 
be employed to bring efficiency up to the 
high economic level demanded by the keen 
competitive conditions of to-day. 











Cartoon 
Commentary 
Studio 


FILMS : 
SLIDES : 


Shown in over 
2,000 Cinemas. 
Everyone sees the 
screen; no geogra- 
phical waste. 
ECONOMY 
EFFICIENCY 
CONSULTATIONS 
2 
SCENARIOS SUPPLIED FREE 
a 
DEMONSTRATIONS 
BY APPOINTMENT 


S. PRESBURY & CO. LTD. 
(Estd. 1898) 
87 CHARING CROSS ROAD, W.C.2 


“Adpuprin, 
Lesquare, London” 


'phone : 
Gerrard 


1347/8 





320 only 6 guinea Oak 
Filing Cabinets at 7Q/- 


Here is a chance to grasp. We 
Dy F, have bousht for cash a stock 
a pi of REAL OAK Roll Curtain 
| ; Cabinets, each with ọ sliding 
trays 16 x 13 x 3} ins. Lock 
secures all ọ trays. Ideal for 
Office and much used for 
music, records, etc. (Mahogany 
finish 7/6 extra.) 
Sent on 7 days’ trial to an 
Approved customer in U.K. 
Order Now! Carriage Free. 
State Light or Dark Polish. 


OSDA LT D. otbnAiney, 


Send for Sale List of 
Office Desks, Chairs, Filing 
Cabinets &c. 


Ring City 3313 (4 lines). 








HAVE A PERIODICAL 
APPRAISAL 


(Continued from page 12) 


construction of accounts which will truly 
reflect the conditions they are designed to 
record. It is a scientific check by which 
are brought to light past inaccuracies and 
omissions; and it serves as a continuous 
measure of change to assist in the intelli- 
gent maintenance of property records. 
The significance of an appraisal can best 
be comprehended in connection with a 
thorough understanding of what plant 
accounts are, or should be, and in what 
respect your Own accounts measure up to 
these specifications, or fail to do so. 

The complete plant account should 
comprise an accurate record of the pro- 
perties, revealing: — 


(a) Their cost 

(b) Their deterioration as expressed in 
depreciation deductions 

(c) Their improvement as affected by 
expenditures upon them 

(à) Their relation one to another as 
functioning parts of a business 

(e) Their value. 


Unless the property accounts reveal all 
of this information in accurate, substantial 
and readily accessible form, they are 
inefficient, and the property owner must 
remain in ignorance of tacts which careful 
administration of business demands. 


Fallacies which creep into 
the Accounts 


Unfortunately, however, there are many 
pitfalls in the path of those charged with 
the maintenance of the property accounts. 
Some are due to arbitrary or fallacious 

licies, some to a lack of proper liaison 

tween the accounting and the operating 
departments, and some to deficiencies in 
personnel. A few of the more prevalent 
conditions, which tend to cause a diver- 
gence of the accounts from the facts as 
evidenced by the properties themselves, 
are as follows:— 


1. Capital expenditures may have been 
charged to expense, or vice versa 

2. Depreciation may have been deter- 
mined arbitrarily in accordance 
with some preconceived policy: 
resulting in an excessive, insuffi- 
cient or erratic charge 

3. There may have been a failure to 
discriminate between renewals and 
those minor repair charges which 
should have been absorbed in 
depreciation 

4. There may have been a failure to 
include all costs involved in plant 
construction, maintenance or addi- 


tions 
5. The pr ies may have been 
enlarg and changed in such 


manner as to lose correct record of 
e the original investment 

6. Earnings may have been put into 
the properties without proper 
analysis 

7. Development costs may not have 
been préperly capitalized 

8. Original records may have been lost. 


These are all common deficiencies. Any 
one or more are found with startling 
frequency in the analysis of,book records 
of even the most carefully organized com- 

es. And any one or all will result in 
@ich inaccuracies as to make the basic 


(Continued on page 40) 
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A few of the firms who have 
taken advantage of the organ- 
ised service of 


NATIONAL PROGRESS FILM Co. Ltd. 
NATIONAL HOUSE, WARDOUR ST., W.1 


Telephone: Gerrard 3913 
Telegrams: “Profilmads, Rath, London’ 





— e ELIMINATING INTERRUPTIONS ANI | 


‘the Chief ea: a 


other Execu- 
e tive is a small 


— 7 desk of his 


Secretary or 
or in a conve- 


nent position in the Staff room, is an Indicator. The 
Chief, operating a switch on his Box, sets the 


—— she may enter, or whether he is “Engaged” 
r “Out | without having moved from her place. 


ONIA 


MINIMISING WASTE TIME, . 
INDICATORS ARE SAVING AS MUCH AS A 


MONTH A YEAR FOR MANY BUSY deg S 


The cost of the CARTONIA INDICATOR is — 
surprisingly low. 8 


Maintenance Charges are Nil. 


Some prominent users :— Recorder — Press, 
Polytechnic, Cow & Gate, Street’s, Foyle’ s, 
Caslon’s, Rayon’s, National Building society, at etc 


Send Postcard 
for full details, 
without obliga- 
tion, to :-— 


IN DICATOR SYSTEMS 


MITH & CORONA TYPEWRITERS LTD. 


SURNE HOUSE, 


=) ene Fen 
Fae, ew ii . 
POUNDS 
WA BE, A 


Print your own 

SHOWCARDS 
p” NOTICES 
2. PRICE TICKETS 
Tr i rH E “ECONASIGN” PRINTING 
r ] TFITS | meet the increasing demand 
for a SIMPLE and EFFICIENT Apparatus 
Which can be used by the merest novice 


L Produces artistic : work with real economy ! 
— B: 1 F STAND B. 100 
~ Write — illustrated catalogue 


4E Ec CO ONASIG! N co. LTD. 
92 VICTORIA STREET, LONDON b SWA a 


Tel.: : Victoria a 5662 | a os — 


ALDWYCH, W.C.2 
Temple Bar 253i 


ARE THE ESSENTIAL FACTS 
OF YOUR, BUSINESS READILY 
~~ ACCESSIBLE ? — 
 “SELDEX”WILL PRODUCE ` 
THESE FACTS QUICKLY, 
© SURELY & ACCURATELY 
O T USBLDEX” wit = 
CUT YOUR COSTS - 

REDUCE YOUR 

STOCKS, INCREASE 

YOUR SALES AND 

SPEED UP YOUR 

COLLECTION OF 

ACCOUNTS 


BEFORE INSTALLING VISIBLE RECORD. 
ING EQUIPMENT INVESTIGATE FULLY 


THE ADVANTAGES OF “SELDEX” 
THEY ARE MANY 


“SELDEX” covers every known method of visible record: 

ing and has earned for itself a lasting reputation for its 

service to the cause of scientific business management 
and control, 


THERE IS A“SELDEX* 
EQUIPMENT FOR 
EVERY NEED 


MADE IN ENGLAND 
Write for full Particulars to :— 


INFALLIBLE CARD SELECTING Co. Ltd. ||| 
—— “SELDEX” Works, Hazelwell Lane RE 
_ Stirehiey BIRMINGHAM 
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FROM THE BUSINESS 
- HOUSES 


— The secret behind the efficient contro! 
“of the modern business is the availability 
=; of key figures relating to costs, production 
“and sales. But these figures must be 
|. eurrent, red hot, as it were; they must 
~ mot be mere history, records of what has 
= -Tong passed. 

; No human agency can alone produce 
= o those current statistics which live manage- 
ment requires, . Machines are needed; are, 

indeed, vital’ What kind of machines? 

Coco Powers. Accounting Machines, a sixteen- 
page illustrated booklet by Powers-Samas 

_ Accounting Machines, Ltd., Aldwych 
< House, London; W.C.2, has been pro- 
duced to give the business man an idea 
of the wide. scope of their various machines 

the production of vital data for the Con- 
















ers of Busness. 
+ 


Profitable Office, issued by Shannon, 
Í Imperial House, Kingsway, W.C.2, 
booklet (free) which every business 
hould write for. It urges, rightly, 
hat every job in the office should be 
reative; just as are jobs in the factory. 
very employer, naturally, would like his 


exchange index; 2.8% increase in Metro- 
litan (the wholesale and retail district); 
% increase for the country, solid trade 
nd industrial district. 
‘The State Revenue itself reflects better 
trade, promises a surplus, and thus may 
forecast even better trade through reduc- 
tion in taxation. On balance the National 
_ figures are {106,000,000 better than last 
year. 
=> Commodity prices were up by ‘6% on 
December, but 4.1% on the year. Yet the 
cost of living at 42 points was exactly the 
3arme as a year ago. 

Railway traffic returns show a rise, 
which indicates a definite increase in the 
-- movement of heavy goods and manu- 
<o factures. 

General trade recovery and enterprise 

5 is shown by three facts: industrial profits 

<i uas a whole increased for the first time since 
~ 45929; number ot commercial failures de- 
creased for the first time since 1929; the 
number of new companies registered in 
1933 are the- highest ever recorded. 
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For The Business Man 


business. The booklet is free to . 


office to be an actual profit-earner; but 
there are still many thousands who do 
not know how to bring about this very 
necessary state. Shannon’s booklet de- 
scribes how it can be done, in a really 
practical way. | 


+ 


One of the finest examples of an explan- 
atory catalogue which we have seen for a 
long time bears the title, A New Gesture 
by Gestetner, and comes, of course, from 
D. Gestetner, Ltd., 37 Ludgate Hill, 
E.C.4. 

Primarily it describes the firm's latest 
duplicator, but by means of movable flaps 
very cleverly arranged you can, from the 
catalogue, literally take the machine apart 
and see how it is that such amazing ser- 
vices as the machine will perform are made 
possible. The catalogue undoubtedly cost 
a lot of money, but it is one which will 
excite your interest. 


+ 


Send to the Dictaphone Co., Ltd., 
Kingsway House, Kingsway, W.C.2, for 
a copy of Progress. Whether you run a 
“one-man” office or are concerned with a 
mammoth organization, you will be inter- 
ested in the savings and convenience which 
are possible with this direct-speaking sys- 
tem of dictating and recording. As with 
the others, this booklet, of course, is free. 


CAN WE CONTINUE THIS TRADE RISE? 


(Continued from page 15) 


Colonial Pros- 
pects Good 


To outlook in the colonies is bright. 
Every month since April has registered 
an increase in Canadian exports. A 1932 
unfavourable balance of $98,000,000 has 
been turned into a 1933 favourable balance 
of $125,726,000. Internal Canadian busi- 
ness is on the upswing; December business 
index showed increase of 27.6% on Febru- 
ary. In India, also, business improves, 
the balance is righting itself. The recent 
agreement concerning the vexed question 
of Japanese imports will allow further 
improvements. The Australian progress 
continues. The Dominions have benefited 
much from the Ottawa agreements. 


European Trade Agree- 
ments Helpful 


O° the Contigent conditions are slowly 
improving in those centres with 
which we @have trade agreements. The 
economic situations in both Sweden 
and Norway are better than a year ago; 
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This book deals comprehensively with.” 
fuetory office administration and manage. 
ment. It provides a fond of practical 
and easily adopted suguections of first 
importance to all actively concerned with 
the management of a macutacturing > 
business. Every chapter is an account-of 
working experience and “the — mast 
economical und practiced viewpatet ig. 
— — 140 charts, graphs, speci. 
men cards are included, PRR 
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- Aniline Dyes 


@ Cocoa 

Greases Lenses 
_ Dry Chemicals ofall kinds 

Nails @ Pastes 


e Pepper and Spices 
3 _ Seep Flakes 
- and many other products 


> Made in 400 sizes and several styles, 
GUELPH Casks would meet your 
acking requirements, Full particu- 
lars and/or quotation on request. 


HE GUELPH PATENT 
SK COMPANY LTD. 
- West Ferry Road, ‘ 
NALL . E14 4 
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MARCHANT 


"MASTER UF MATHEMATICS” 


CALCULATING MACHINES 


The 100% clect#ic calculator that ic ——— 
to every business office. Every operation is pers 

formed “ghactrica lly and automatically, obviating 
the nead for trained operators. 


The Marchant will speed up your clerical works 
1: peduee your costes and eliminate expensive mistakes. 
“Guaranteed in every respect for ane year. A demone 





' — = stration and trial will cost you nothing. 
eee Co ri Fuk particulars from 
AE “MARCHANT DIVISION 
L C SMITH and CORONA TYPEWRITERS LTD. 
Melbourne House, Aldwych, W.C. 
TEMPLE BAR 2543 
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and economically 

2. Recovering such part of your invest- 
ment as may be wiped out by fire 

3. Computing departmental deprecia- 
tion, and, from this, production 
costs 

4. Keeping your banker satisfied that 
your plant is worth your recorded 
investment in it, and your own 
organization convinced that your 
plant accounts are not under- 
stated. 


The application and use of appraisal, in 
short, falls within the sphere of the 
accountant. The appraisal gathers the raw 
materials with which the accountant 
works. Appraisal establishes the funda- 
mental elements upon which depends the 
accuracy of the accounts as records of the 
properties. 

Then it can be seen that appraisal has 
many valuable uses in every type of busi- 
ness, and is not only a sure form of 
protection but a tremendous help to 
scientific and efficient management as well. 


— — 


THIS CAMPAIGN 
SOLD TWO PRODUCTS 


(Continued from page 19) 


ing. The reports were sufficiently en- 
couraging for Henley’s to start market- 
ing operations. An additionally encour- 

aging feature was that cookery editresses 
of newspapers and magazines were men- 
tioning waffles more and more fre- 
quently, thus introducing to the public 
the advantage of making waffles in the 
home. 

Although there were a large number 
of people who knew the taste of waffles, 
there were on the other hand a large 
number to whom waffles were only a 
dish of transatlantic origin. The adver- 
tising problem therefore resolved into 
a question of: 

1. Educating a sceptical electrical 

trade. 

2, Educating an ignorant public. 

With each waffler is supplied a recipe 
book and a packet of Suncrisp waffle 
powder. The waffle powder is not made 
by Henleys. Its inclusion represents an 
interesting piece of co-operation be- 
tween two manufacturers whose inter- 
ests became identical upon the intro- 
duction of the wafer. 

The Suncrisp powdeg is made by 
Pascall Knight, Ltd., who have never 
undertaken an advertising campaign on 
behalf of their product. 

Another interesting idea is the inclu- 
sion of half a dozen cards printed with 
the words: “I am Pits a wafle party 
OU AREI 
Do come!” 

This is a definite incentive for the 
public to use the new dish. 

This single campaign has definitely 

opened a new and rapidly growing 
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| market for two distinct products. 


{This article is abstracted. from the Ad 
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- Compine with Londen Head Office od H ie 
‘Provincial. Branches: requires responsible F 
man 28 to 38 to qualify for Branch Sales F 
Manager, 


















Personal. selling experience in outside: 9” 
capacity must have extended over several. 
years. Experience as Sales Manager an. 
advantage. Remuneration starts £400 to 
{600 according to qualifications. 














Write; in confidence, giving fullest. par- 
ticulars, to Box 153, BUSINESS. 






STATIONERY BUYER 


When ordering~ 


SWAN INK 


for general office use 
remember that the larger 
sizes are most economical 





30 oz. 3/6; 


40 oz. 4/6; 
į Gall. 7/-; — 


4 Gall. 12/6 
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Ashort summary of current 
practices In management 
methods and industrial 

cost reduction 


Complimentary copies will 
be sent to directors on 
request. 


WALLACE CLARK & COMPANY 


CONSULTING MANAGEMENT ENGINEERS 


European Head Office : 
25 AVE. VICTOR-EMMANUEL ill, PARIS 
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“Crapo” Galvanised Steel, is eat 
for is, roads, factories, tennis 
courts, In various heights from 3f@., Sin. mesh at 
10/9 per 26 yd. roll, without posts, 14 gauge. Other sizes 


and meshes. on application. Send for List C. L. 108. | 


PARKER, WINDER & ACHURCH, Ltd. 


Fencing Contractors, 105, Broad St., BIRMINGHAM 1. 
London: 8 Gt.Marlooro St, W1. Manchesier, Coventry. 







STAND A210 OO eon, 
ae FEI NCE 









ERE are some important 
companies who have used 
THE DICTAPHONE 


over a number of years. 


AUTOMOTOR FINANCE 
BRITANNIC 

BRITISH ENGINE BOILER 
BRITISH GENERAL 

CAR & GENERAL 

EAGLE 

GENERAL ACCIDENT 
LAW FIRE 

LEGAL & GENERAL 
LIVERPOOL VICTORIA 











a A typical transcribing department in a large Insurance Office MUTUAL PROPERTY 
BRITISH INSURANCE COMPANIES, the soundest, NATIONAL EMPLOYERS 
best managed and most progressive of commercial PHCENIX y 
organizations, are amongst the largest users of * PROVINCIAL 

THE ROYAL 
DICTAPAOQNE zoos 
| SCOTTISH AUTOMOBILE 
(Reg. U.K. and Abroad) & GENERAL 
They know The Dictaphone saves them time and money and ZURICH 


helps them to develop business on sound economic lines. 
Follow the example of these famous concerns and instal The 
Dictaphone. “You double your capacity to Get Things Done”. 


. Bian FO ee 
@ Write to-day for the new “Progress” portfolio of photo- @ l POST THIS COUPON NOW 
graphic studies and see how the model 12 Dictaphone | JHE DICTAPHONE Co., Ltd., 
will fit into your business. FREE on application to— | SRE PERY | ELSES: OSs — 
THE DICTAPHONE Co., Ltd. (Thomas Dixon, Managing Director), | a ae Te 
KINGSWAY HOUSE : KINGSWAY : LONDON, W.C.2 | — 
And at Manchester, Birmingham, Glasgow, Liverpool, Leeds, Bristol, 7 e 
Newcastle-on-Tyne and Dublin. ° ewe ° 
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In every large town or port on the LMS system is an LM S ware- 
house—350 of them in all. You can store your goods in them 
more cheaply than anywhere else in the country. Storage of 
bulk stocks pending sale or distribution is specially catered for. 
Capacious Wet and Dry Bonds are available in many of the more 
important centres. 













Uncovered wharfage, with all the advantages of a rail-connected 
site, is available at the Company’s Goods Stations. 


SALES SERVICES 


Store your goods in an LM S warehouse and the LM S will deliver 
to your customers in that district as the orders come through. It 
is cheaper this way and your distribution is accelerated. 
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Here is an extract from a letter about LMS Railhead Distribution 
from a famous firm of chocolate manufacturers : 

“With this Cardiff transfer, we have now converted all our depots. Such per- 
sistent efforts to render speedy service have undoubtedly assisted us to make 


steady progress despite recent conditions of trade. The Railway Companies have 
collaborated most helpfully in thece developments.” 


Any LMS agent will supply full particulars on application; or write to the Chief 
Commercial Manager, Dept. N.W, LM S Railway, Euston Station, London, N.W.1 
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“BIZADA” is the original British Visible System, and i — 
has been on tie market 21 years. As manufacturers 
selling direct to users, we have learned to anticipate the 
public's requirements. Our experience costs you o 
nothing. May we help you? 


OF THE ERICSSON 
RENTAL SYSTEM 


"u if yous are interested in the subject of telephone rental you'll obtain 
ae ful and enlightening Information in the special literature 
ou ons dealing with the Ericsson Rental System, in which 
< sverything is fully explained. 
 @lear speaking, efficient, foolproof, the Ericsson telephone puts 
your business on your desk--directors, secretary, accounts, 
Be — — at your finger tips. 


ERICSSON TELEPHONES LTD., 
ii ena, Kingway, — WE Telephones: Holborn 3271/3 








I. Accounts DEPARTMENT. To keep better and quicker : — 
ledger records. a 
2. Works Orrick. Control of stocks by means of visible. ee 
indicators . an oo 
3. Sales "DEPARTMENT. Customers who are not ordering 
kept constantly under notice. — 





g go os Write for further particulars, -No obligation—obvionsly. — . : 
OOW a | | CARTER-PARRATI Lid. -o 
"BRIT! SH Abbey — — ST., 
TELEP HON ES: 


i Phone: : Vietoria 1045-1046 2 - Works: Wick ford á and — 
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IOUS TIMES HAVE BEEN INCORPORATED: 
“THE "JOURNAL OF COMMERCE,” “MODERN BUSINESS," 
“SYSTEM,” “BUSINESS ORGANISATION AND MANAGEMENT.” 
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/ AR K] E TING NOW is The Future of Direct Selling ieo | 
: i Managing Director: ' Bure ‘a 


Advertising How to SELECT Salesmen Through Classified Ads. - 
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Managing Director : — Mel 
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With an Ecry Sprep-Frep attachment fitted OW 
to your own typewriter, and accommodating = 
EGRY CONTINUOUS STATIONERY, your operator 
is enabled to produce almost twice the amount 
of work through the convenience and speed of 
| operation afforded by this inexpensive device. 

| All unproductive effort is eliminated, the 
| carbons and forms are fed automatically in 
| registration into the typewriter platen, 

_.. Made to fit all standard makes of typewriters 
 { and accounting machines, it snaps on or off in 
| a second, thus the machine may be used for 
{| ordinary purposes one moment, and converted 
| into a Billing machine the next, for handling 
| Invoice, Delivery Note, Works Order and other 

_ multiple sets of forms. 























Ask also for particulars of the 


EGRY MANIFOLDING REGISTER 
— FOR HAND-WRITTEN FORMS 








`, ae 


__EGRY Lro. 












TELEPHONES: EGRYCOMPAK 
herds Bush 3377 (3 fines) EALUX, LONDON 








EFFIC 


g —— h F F 
Sne o 
< vaih i 
Ae $ 
h ike $ 
i 7 H 
$ 4 : 
s ra ; ais — 
7 a 8 
bo 7 $ Al ga 
aii ee 
2 m Piia. ot 
G r y — 
3% : 
t * * 


GOOD PUBLICITY 


— eee | WITH CLOCKS THAT ALWAYS 
TO RETAILERS — SHOW CORRECT TIME — 














“THE accurate, trouble-free service given by Smith’s Synchronous Electric 
_ + Clocks makes them the perfect timekeepers for commercial as well as for 
domestic use. In works, offices and stores the fact that they are always right, 
never fast, Slow or run down, promotes efficiency and punctuality and reduces 
waste of those odd moments which quickly mount up into lost houts. 

‘Other models of Smith's Synchronous Electric Clocks are supplied for exterior 
and interior use as signs which never lose the interest of the public, and with 
suitable advertising matter for permanent display by retailers featuring branded 
goods. These clocks plug in to Greenwich time wherever there are time- 
controlled electric A.C. mains and need no winding nor regulating. Please 
write for full illustrated particulars to ` 


Issued by SMITH’S ENGLISH CLOCKS 
— Cricklewood Works, London, N.W.2 


PLUG IN TO GREENWICH 





















4 “Accounrm a ACHINES 
j a Pemer Samas Accounting 


OE T E 









(10) : — Poeumatic Tube Co. 
` DUPLICATING & PRINTING 
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CORONA TYPEWRITERS LTD. - 
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WORKS EQUIPMENT — 
(SF Parker, Winder ae Actur s 


5 distinguishing features of the 
L C SMITH Ball-Bearing Typewriter- 


BALL-BEARING CONSTRUCTION THROUGHOUT -means fester, smoother ———— 
— speed, and more work in iess time, i. 
r 


tlessly on ball bearings. 


NO “CARRIAGE CLATTER,” 
when striking capitals. 


racking “Carriage Clatter" of ordinary machines, 
carriage is eliminated. 


INBUILT STERLING TABULATOR, 


An exctusive L © Sith: feature, 


FLOATING SMITH SHIFT. 
The type shifts itsell-—noiselessly-—on ball bearings. : 
due. to the noisy rebound of ae f 


C Smith typebar swn 


Noy shifting of the carriage : 
The nerve. 


As standard «quipment, five extra keys are upe. : 


plied to save the operator's time whey, typing tabular work. A great. time ane parien. i 


saver. 


INTERCHANGEABLE PLATENS. The platens can be changed in thirty — Special 
platens available for heavy manifolding, card work, label write: stench cutting, Ei 


HALF-SPACING DEVICE. 


letter because of a mis-spelied word. 


A Superior Typewriter-—at_ the price of a an or dinary « oe 


MELBOURNE | HOUSE - 


rere * a feature which frequently saves rewriting an entira J 





WILL DO 





POST in full détail customers’ Ledger Accounts. — 
POST in full detail customers’ Statement of Account. — 


PRODUCE in condensed form an Audit Sheet showing in detail all 
ae entries made to the various Ledger Accounts. 


_ BALANCE each Ledger Account as Postings are made. __ ; - 


BALANCE Control Account showing balance of Sundry Debtors for 
proof with trial balance. 


neve daily each balance by Star Key. 
-o ‘PROVE daily that all Debits and Credits are actually posted. 
=o PROVES Machine Accuracy on features af the day’s work. 
























Phone or Write for full particulars to: 


Remington Typewriter Co. Ltd., Accounting & Adding Machine Dept. f 
100, GRACECHURCH STREET, LONDON, E.C.3 
ee a a a Telephone : ‘-MONument 3333 es oe 
ees ee _ BRANCHES AND SERVICE’ STATIONS IN ALL PRINCIPAL CITIES 
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"his is an age of increasing 
expansion in business. 
Time and time again we 
hear of firms opening new | 
branches, following closely the 
growing suburbs, and every 
developing neighbourhood, of 





















We did the same for a time, and 
then, a few months ago, we decided 
to abandon that policy. We closed 
down our branches in the various 
parts of London and concentrated on 
one central shop. 
_ People have commiserated with us 
for this ‘misfortune’, for in their 
eyes it is a misfortune to retrench, 
instead of expanding. Their com- 
-miseration is, however, unnecessary, 
_ for this policy of concentration was 
most carefully calculated beforehand 
-= and has been justified. 
=: For three generations, this firm has 
made suits, and in each generation it 
has been our pride to be craftsmen, 
carefully considering each individual 
suit as a separate piece of work, not 
as a conglomeration of several mass- 
_ produced components. 


Two Distinct Policies Rule in 


This Trade 


~ In this lies the reason for our con- 
=> centration. There are two schools of 


— thought in the tailoring world. One 
believes in the mass-production of in- 














NAGEMENT 


This Firm’s Branches 
Were Expanding 





By P. G. HARTLEY 
from an interview with 


JOHN MORLEY 
Chairman: John Morley, Tailors 


asserted, means a higher standard of 


workmanship. 

Our incursion. into the realms of 
multiple tailoring has proved to us 
that it is not possible to use the 
methods of the former school to pro- 
duce the results of the latter. 

The individual school is the older 
of the two, and it has a hold upon 
the public which is difficult to break. 
Multiple tailors are obliged in their 
advertising to attempt first to break 
down the deep pfejudice which un- 
doubtedly exists against mass-pro- 
duced suits, and then to proclaim the 
excellence of their work. Without 
some indirect attempt to achieve a 
sympathetic state of mind in the pub- 
lic, it is folly to attempt to sell the 
suits. Hence, we see, almost wherever 
we go in England, pictures of national 
figures in suits made by this or that 
multiple firm, and following these 
come the fisual advertisements of the 
wares» of the firms in question. Al- 
though advertising men are good at 
combining two or more appeals in one 
advertisement, they cannot combige 
all things, and the advertising appro- 
priation fof a multiple firm of tailors 


is bound to be colossal. 
-~ Multi-Branch Shops Cannot Get 


-= the Regular Customer 
_ large proportion of the trade done 
Itipl | ; 





firms is casual. Much as 














have a good deal 
customers as they 
People recognize t 
although they are 
possible at 
they are stil peer 
the factory where their su 
made; a man is not, as he i 
individual tailor, Mr. So-anc 
left sleeve always has to be 
longer than his right one. - 
A third point about multip 
chénged was the fact 
siderable period of time.. By 


nature of his business, his. w 
administrative rather than executive 
However good the manager of a she 
may be, there is never the same sp 

in the work of the assistants as there 
is when they know that the 
is about the place, especially 
chief is a man who will dispet 
praise when it is due, and genera 











































takes a persongl “interest in hi 
staff. a e 
+ ee 
Paying Branches do not Offset 
Losing Ones ae 
Fourthly, every single shop must be 
made to pay its way. It is false. 
economics to believe that what one — 
loses on the swings one gains. onthe 
roundabouts. Usually, the ultimate — 
balance is unfavourable. ee ee 
These four points we consu 
when we proposed the cen 
scheme which has now beew pu 
operation. 




















-They were also informed that 
the manager of the branch was hence- 
_ forth to be at the central shop, and that 
_ he would. be there to see them any time 
they should call. When the branches 
_ were originally opened, a man was sent 
_ to each as manager, who had been with 
_the firm for a very considerable time, 
having experienced work in every 
_ department. We thought that by do- 
_ Ing so we should obviate the impersonal 
_ touch which was, in our eyes, even then 
_ the great flaw in multiple shops. Now, 
_the managers of all five shops are in 
_ the central premises, and their old cus- 
_ tomers come to them and ask for them 
by name, knowing that they will be 
_attended to by the person whom they 
desire to see. | 




















incipal Now Able to Meet 
. All Customers 
orincipal of the firm is almost 
a the premises, and whenever 
istomer. comes in, or a man 
been a customer at one of the 
in the past, he is immediately 
wn to the principal, who dis- 
vith him his requirements, and 
nerally endeavours to make him feel 
hat his interests are also those of the 
“We have, of course, lost the 
which we gained from the casual 
y, the man who is in town for 
two, and possibly not again 
+ months or years. To balance 
this we have tightened up our 
as department, which will be dis- 
later in this article. ° 
Since all five men in the shop have 
long held responsible positions, and 
‘Since they have all been in the service 
of the firm for a very considerable 
‘pesod of time, there is no need for 
Strict supervision. The principal is 




























is, perhaps, to give 
. significance. 








P staff control. : 





i 







to the gaining of more goodwill from 
the customers who come in to see their 
favourite salesmen. 

It is the general rule under the new 
régime that every person employed as 
a craftsman by the firm must have 
gone through every department. The 
workrooms are in the same buildings 
as the shop, and so a salesman can 
easily supervise any garment which has 
been ordered by one of his customers. 


This Arrangement Makes for 
Better Work 
Further, the psychological effect of 
complete technical knowledge on the 
minds of the makers is excellent, for 
they are able to visualize the whole 
garment, not only with reference to the 
particular part which may be at the 
moment in course of preparation. An- 
other advantage of this system is the 
fact that it facilitates inter-depart- 
mental co-operation; when one man 
knows what are the problems of the 
next man, and in addition understands 
them, one gets in a firm that spirit of 
unity which gives strength. 
When the branch shops were open 


so much attention had to be given to 


their needs that a department which 
was potentially very profitable had to 
be neglected. That was the overseas 
department. This is now receiving 
very close attention. We have agents 
in the United States, South America, 
Africa, and India. They send to us 
the measurements of their customers, 
and we make up the suits in everything 
except such details as the length of 


— — — —— 
This firm closed its branches 
and centralised at one shop 


because it considered that 
multi-branch tailors :—~ 





1. Cannot hold’regularcustomers. 


2. Need huge publicity expendi- 
ture to keep sufficient volume 
of casual custom. 


3. Cannot give the principal’s 
individual attention to cus- 
tomers, a peculiarly essential 
point in high-grade tailoring. 


4. Pile up ‘overhead’ in, adminis- 
tration of branches. 

















n this connection _ 


impor Ss of a suit, and the most 


ita rather broad 
For his energies are not 
given to the actual selling of goods, but 


























-annoying en -they are not exactly > 


observed. — 
We Have Been Able to Revive 
Export, Trade 


In all the places where we have 
agents, we find that it is a matter of 
great satisfaction to the residents to be 
able to get a suit made in London by 
a firm with a reputation behind it, and | 
the expense of carriage is fully justified 
by the results. Frequently we find 
colonials and civil servants home on 
leave visiting the shop, ‘‘just to see 
where my suits really are made”. They 
are naturally treated with great respect 
and given a hearty welcome, for each __ 
one, by his recommendation in coun- č > 
tries where personal recommendation is 
of paramount importance, is a ‘potential 
salesman for us. “ALTERS EE gs 


One Shop will Soon Do More — 
than All Branches | 

The volume of trade which has been | i 
done in the shop in the last eight ~ 
months is three times the volume of | 
the trade which was done in this shop 
in the whole of the previous year. As” 
yet, it is not so large as the total volume 
of trade done by all the branches, bu 












the trend points to the achievement o 
that ideal in the course of the nex 
twelve months. = aia eE 
This, be it noted, is regular trade 
very little of it is due to occasional pur 
chasers, for now there are five shop 
fronts fewer for the casual passer-by to 
see. As an added inducement to regu- 
lar customers, we have a “Dividend l 
Days” scheme, whereby on certain days. 
in the year regular customers are given- 
a rebate on their purchases of a per- 
centage fixed by the state of the busi- 
ness. This is not a new scheme; it was- 
in operation when we had the branches, 
but, owing to the overheads and other 
charges, it was seldom possible to give 
more than a ten per cent dividend. _ 
This year the dividend is twenty-five. 
per cent. — 
This is just another illustration of the 
value, from our point of view, of cen- 
tralization. We are enabled to make: 
an unusual and definite appeal to our 
customers, and at the same time to | 
put into operation a marketing plan 9 
which costs the very minimum of  — 
money. By circularizing customers and ~~ 
prospective customers, we consolidate 
our position with old customers, and — 
gain new ones. oe 
Finally, there is one point which must — 
be stressed again. In such a business 
as this, which stands for craftsmanship 
and individual attention, the personal 
touch is the most- important: If that 
is present, the business can go on, but 
if it is lacking, if an attempt is made 
to compromise between the individual... 
school and the mass-production school; > 


it cannot: The two are entirely dif- a l 
ferent, and a business must, we have 


y found: by experience, go definitely to 





— hover ‘uncertain 


me side or the other. 


h It is fatal to 
between the two. > 


























cn z ‘Called a meeting of executives 
| “gad explained fully the objects of the 
‘budget; saw that every executive was 
properly ‘‘sold’’ on the idea and that 
ę6ach department head, in turn, sold 
- the idea to his staff. 
2 Gave each department head his 
figures for the past 3 years, enabling 
him to set his own budget for the 
ensuing year. (Executives give better 
co-operation if they personally have 
a hand in setting the quotas.) 
_ 8. Adjusted accounting system to 
match budget schedules so that peri- 
<o -odical checks of actual figures with 
budgeted figures could be made. 
4. Adjusted accounting system so 
that direct’ responsibility for every 
rollable. — was covered by 

















stroller. His ae to 
ial aig against their 


ating a an expert in every area 
stockists on the kinds of 
itable to their own par- 
tcuk tricts a sales director of a 
radio concern has considerably cut 
down the wastage of unsold sets. This 
both pleases the dealer and saves money 
for the. suppliers. 








+ 


Managing Director 
Collects Accounts 


ae fe have a very effective system 
: of accounts collection,’’ writes 


the secretary of a company, 
“run under the direct control of the 
` managing director. All accounts over 
aA certain size are tabulated alphabetic- 
-- ally. Against the name of each firm is 
-. shown the cash value of goods bought 
each separate month. As payments for 
monthly accounts, in whole or part, are 
. received, -the appropriate amount is 
struck off. 
By means of this simple list, the 
-managing director can see at a glance 
at any time exactly where there 
“are substantial outstanding receivables. 
~The list is carefully examined two or 
< three times monthly, and special form 
tters are sent to firms which are over- 






ike circulars, 


lged by busi- 
the method of con- 
ization to-day. It is 
such a plan working’ 
ere is how one well- 
n con ot mn put its budget into oper- 





ir the int 
—— usiness Ou 
hes they neve D sata 












OTHER 
EXECU tives * 
DO 


“During the past year we have been 
gratified at our collections. The system 
has been very effective in enabling us 
to get liquid capital back into the busi- 
ness which we might otherwise have 
had frozen up.”’ 
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Research Work 
At Low Cost 


he head of a firm of tile manufac- 
turers, needing technical research 
work to be carried out on his pro- 
ducts, arranged with a local technical 


Dear Sir, 


We regret that delay has occurred 
in returning the specimens you sent 
with your application for the post of 
+ + $ + * 4 + + + ė + + + * er 
500 applications were received and it 
was impossible to consider them pro- 
perly, while carrying on our ordinary 
work, without allowing ourselves a 
certain amount of time. 


In view of the large number of 
applicants possessed of high qualifica- 
tions, our task has not been merely to 
find a really good man, but to choose 
which, out of so many good men, was 
the one most likely to suit us, and him- 
self, in the job offered. 


You will therefore understand that 
no sort of reflection on your abilities 
can be inferred from the fact that we 
have not selected you as one of the 
applicants to be asked to call on us 
for a personal interview, also that in 
the circumstances it is not possible for 
our answer to be made in the form of 
a personally typed letter. 


We thank you very much for the 
trouble you have taken in presenting 
your application and hope sincerely 
that 1934 will see you placed in an 
appointment that fits closely with your 
ambitions. 
° Yours faithfully, 


A firm is under no obligation to reply to 


unsuccessful applicants for an advertised 
ve letter, however, was - 
= sent out recently’ by a very well-known firm 
- to every applicant whose offer could not. be 4 — 

is a first-class exam] le ofog 


position. The a 


















have had — be pads 
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Gives Workers 
Wider ideas 


eriodically a box and carton mano- 

facturer makes up parties {a dozen 

or so) of his workers and arrang 
for them. to tour the works of manufa 
turers of quite other products. H 
states that this plan has de ; 
proved the standard of t work in] 
factory. EEN 








stvations ‘Get "Results 
€ management: of many | 
T ining : nti-waste. ex 


the rest of the stafi) all ~ 
baskets and scrap boxes. ” 
tion of wasted and. spoiled le 
envelopes, carbons, blotti 
cils, string, rubbers, metal, p 
raw materials is then drama 
played, with appropriate rem 
notes as to cost marked up or 
The display, and espe 
pointers about costs, are ge 
eye-opener to the staff, and. 
of economy subsequently f 
the issuing or stores dep 
usually has the full. See 
employees. E 
Can you use the anti-waste idea 


+ 


Orders, Supplies 


n — mánager has ensured that 
stationery items are. ordered in 
time by the simple process of slip. 
ping a requisition form at a pre-deter- 
mined distance Irom the end of the — 


stock, in the same way that an order 
form is found ina — — 
+ 
+ 
Ousts 
Red Tape 


ed tape in any big concern,"’ states — 
R a managing director, y 

e a weed, We wage a conti 

fight against it. At out month 

tive o, we take one ma 



























“Because the ‘executive heads do not. 
know: the FACTS about their businesses ; 
that is why so many concerns languish. 

-The facts — clear-cut, unhidden by 
detail: HERE THEY ARE 












hese are days of trade im- 
Ten Many thousands 
of firms, even among those 


| into despondency, are seeing 
' their prosperity curves rise en- 
couragingly. 

Unfortunately, though, there 
are many businesses to-day 
which find it difficult to make 
any such forward move. It 
may be, even, that calamity, in 


ns) ‘ample method by which the causes of business 
on may: be. diagnosed and remedied. 

plan a managing director can quickly assemble 

data relating to the working of his concern; he 

ge it for. logical examination and comparison, 





| (a) Sales Turnover 


whom the recent slump plunged (~~ Exceptional Trading Expenses 


eee less degree, faces them. | Representing a Net PROFIT on Going Concern of 


STATEMENT OF ACCOUNT 
Month of January Be 
Cost of Manufacture— 





Opening stocks ... wee 14,739 
(c) Direct Material . . 14,739 
(d) Direct Labour 1,864 
(e) Factory Oncost ... — 2,335. 
Sum. .. 19,955 

Deduct— 


~~ Closing Stocks .. .. 15,163 
Manufacturing Cost of ‘Goods Sold . 
Representing a Factory SURPLUS of 
Deduct— 


Representing a Gross Trapinc Prorir of ... 
Deduct- 


(g) Company Overheads 1,509 
(h) Fixed Charges ... 80 


Representing a Net TRADING Prorre of 7 
Add — 
“Sundry Income, not from * 


(b). 





Deduct 
(i) Special Charges .. l 
Representing a NET FINAL Prortr 0 on ' Period of 7: 
=10°2% ON SALES TURNO R 






Here are the key figures, uncamouflaged by confusing det 
out asa Statement of Account. The strong and weak points can t 





readily | appraise the significance of the figures 
im, sort out the good factors from the bad, put 














most definitely, that it is the 
-from one cause or arfother— 
art of the executive head to 
s, uickly and accurately, which 
-year causes businesses to fail, or 
any rate keeps them in low water. 
- The first thing a managing director 
- must do is to assure himself that he is 
| not devoting his energies in the wrong 
directions, n 
His most effective tool for ascertain- 
_ ing this is the accountant’s figures. 
- Now, the accountant’s figures are often 
difficult for the managing director to 
- _ appreciate at their true value. There 
is little to be whdndered at in this, for 
_ the accountant’s. figures are obtained 
from the professional standpoint of 
tech ical accuracy, and this often 
— makes simplicity impossible. 
=~ Buta managing director must have 
adequate figures—and he must have 
them so that he can read them at once, 
ke a barometer. The vital items mu8t 
tand out clearly, dramatically, telling 
1eir story with unmistakable truth. 








t possible 1 to get such figures? 5 
the usual 1 ~ come, not from trading. i J 
The expenditure is split up as fol- 


immediately upon the weak spots, and so recon- 
organization où profit-making lines. 





seen. 


ment basis. In such a form of figure 
returns the executive can at once. per- 
ceive the strong links and the weak 
ones, and can adjust his action accord- 
ingly. 

Let us take as an example the case 
of an actual firm that was doing only 
moderately well, and wished to do 
better. The name, of course, must be 
withheld, but the firm in question is a 
manufacturing concern with a small 
works producing goods from raw 
material. 

All the financial figures of a business 
are related either to income or expendi- 
ture. 


Your Figures can,be split up 
like this 


Income usually arises (a) rom trad- 
ing, represented by the net sales turn- 
over, or. (b) not from trading, repre- 


sented by interest on investments, rents _ 
On the income 
* side, therefore, we must know the — ee 


from property, etc. 


sales turnover and the ‘‘sundry’’ 


| lows: ‘oma: b a we follow 


the profit can be seen; the relation of the one to the other t: 
This is the information — — of a — — to 

















‘and —— all. —— and. Jabor 
directly forming part, of, or u 
the goods sold.) _ — 
Factory Oncosts (In this cate 
gory are gathered all the remaining 
expenses, indirect labour and mat- 
erial, general charges and standing 
charges, that are required to run the | 
factory.) — 
The sum of these three gives us the — 
factory cost, and at this point the ree 
sponsibility of the works manager | 
ceases. Then come two mote items: 
Exceptional Trading Expenses 
(Non-recurring expenses, unusual 
items which may never occur again. 
If we include them in the factory on- 
cost or the company’s overheads, ` 
which come next, we should get a. 
deceptive impression of the ‘normal — n 
state of affairs.) eS 
Company Overheads (Here we 3 
collect all. the expenses necessary to 
n the company. as a whole, split 















them, and running the business. There 
may, however, be the interest on bor- 
rowed money to be considered, perhaps 
debentures or bank loans that must be 
met as a definite expense, so we must 
include also—Fixed Charges. 

- Added to the total of the above, this 
gives us the whole expense of running 
m business a as a going concern. 




























derelict. — a — 
shop no longer used; charges 

e paid even though the 
Such expenses must 
pt altogether sepa- 
—Special Charges. 


{ay Sales Turnover. 
: (b} Sundry Income, 
| not from trading. 
ture (c) Direct Material. 
: (d) Direct Labour. 
— (e) Factory Oncost. 
© (£) Exceptional Trad- 
> ing expenses. 
(8) Company Over- 
— heads. 
— (h) Fixed Charges. 
(i). Special Charges. 
ste re to build — up 





jo the increase or 
the i epee — 


sh akow heavily in re- 
er, since much of 
; for goods that were 
$ » bu at into stock. Or the 
reverse. may have happened—a high 
sales turnover with a low factory ex- 
penditure, as most of the sales came 
out of stock. Bearing this in mind, we 
can proceed with our figures, as in 
the statement opposite. 


This is How You Determine 
Profit 

The final showing is a net profit on 
the period of 10.2%. The managing 
director wants to increase this till he is 
making 12%, and by a consideration 
of the figures he knows what to do. 

Twelve per cent of {7,185 (the total 
„sales turnover) is £862; his present pro- 
fit is: £727, 80. he has to increase his 


- be expected for the time being. 
ful study of the company overheads 
suggests thata little tightening up can 
be done without harming the general 


$ 


e —— between these z 5 
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loan, and here again no reduction can 
A care- 


efficiency. Nothing much can be ob- 
tained from direct material, which is 
already at rock bottom; direct labour 
may possibly yield something, and the 
factory oncosts also, whilst the excep- 
tional trading expenses, always erratic, 
must be kept lower in future. 


The Right Economies can Now 
be Made 


Considering the overheads, the man- 
aging director will decide that certain 
economies, insignificant in themselves, 
might make a substantial difference to 
the charges. Lighting, heating, and the 


This Article Tells You— 





|, HOW TO GET YOUR KEY FIGURES 

2. FROM THEM, HOW TO ADMINIST 
YOUR BUSINESS TO 

DETERMINED PROFIT. 


















MATERIAL 


‘replaced. Another man on 


— — TOTAL COST 


MATERIAL LABOUR OVERHEAD | 





— — POTAL COST 


LABOUR 


































































amount of stationery used are, ‘ioe ine 
stance, always liable to be too expen- 
sive. Often some employee; instead of 
an outside firm, can clean the windows. 
This last may appear to be very small, 
but when a factory has a large area of 
window space, the yearly bill for clean 
ing is surprisingly large. ae 
The exceptional trading expenses can 
be kept down, simply. by a little 
thought on the part of those who ine 


Much Can be Done to Red 
Oncosts F 
them. These persons are almost i 
ably executives in responsible 
men who have an interes 
being of the firm, and 
it, will help in the red 
expenses. , na 
Factory oncosts | are dif 
age, for the are i in the 
works ——— | 


— Nba this j is yan 
While no employer wants t 
employees, it is imperat 

should see that every person 


his weight. | 
In the case of this frm, 1 
that a certain amount A 


wasted. in H he loading 


leave’ ‘of h — mo ip SC 





job was also transferred me 
depastment which did a 
formerly done by. ‘ou aC 
thereby reducing the company 
tory overheads. 








GET A PR = 





SALES PRICE 
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EDUCTION ... | £135 
i rt of Account is then. 
j once more on these lines, and 
percentage of the sales turnover 
owable for each item of expenditure 
worked. out. 
. The next item is the planning of the 
forecast statement for. next. month. 
3 Ybservation | of past results has made 
yossible to estimate with reasonable 
rtainty the sales turnover for next 
ionth, in this case estimated at £9,000. 
, the “percentage figures having 
: _ obtained, it is possible to fix the 
maximum limits for the main classes 
expenditure during the coming 

If these limits are observed, 
equired 12% profit must of 

E 





ADER 


-how much better 
Ww 4 could all of us 
“~o do our Various 
= tasks if we were 
wm able to remember 
wees and use the many 

7, ideas and sugges- 
4 tions that we are 
me constantly hearing 
or reading. A wealth of useful informa- 
_ tion flows through our senses. Some of 
it is retained; most of it is forgotten. 
A business executive of my acquaint- 
s ance. has worked out a system for re- 
_ taining the ideas that he feels may some 
_ day be usefuleto him. He reduces the 
essential idea to*a sentence or para- 
_ graph, which he dictates to his secre- 
tary who types it on a 3x5 card, just 
the size to fit into a filing unit. 





Once each month he quickly runs | 


ae through these carde to see if any of the 
_ ideas are ready to be used. If any 
__ have, the cards are removed and plans 
_ are made for inaugurating the ideas. = 
This is a simple method for remem- 

bering elusive ideas and is very effec 

tive, for the — act ot — hen l 

















< which it can attain without injuring 










the. business. If, when this is done, 


the results do not improve, then the. 


‘managing director must look in other 
directions for the secret of his failure. 
A poor product cannot make a sound 
business, no matter what efforts are 
made by those who manage it. 
Assuming that the product is good, 
this simple system of arranging the 
accounts will be found to be of great 
help. It is built up by common sense, 
and the managing director, studying it, 
can feel secure in the fact that he knows 
clearly what is happening, and can 
handle the concern with the same ease 
and safety as he drives his car. The 
categories of expense are his controls, 
and by manipulating these he can 
obtain the maximum of safety in the 
departments under his hands. 







directors, wholesalers and _ retailers— 
could profit by this simple plan. 
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Prime Ministers’ 
Secret 


Tt reason many of the petty prob- 
lems that frighten small men do not 
floor big men is that they cannot attend 
to them. As a result, they attend to 
themselves, and by the time the big 
man gets around to worrying about 
them the need for worry has vanished. 

Probably this is one of the secrets of 
Prime Ministers and Presidents. 
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Not Satisfied with 
Charts and Statistics 


T directors of a multiple shop 

system in one of the larger cities 
desired to find out more facts about 
their customers than could be gleaned 
from sales statistics and financial 
reports. They were looking for the 
more fundamental, and less tangible, 
factors of consumer habits, conscious 
and unconscious, 


By 
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A novel plan was — to secure. 


this information. .A young man was 


hem employed to stand on the other. side 

rtil a of the street from their shops and watch- 
the customers as they shopped. 
the street, paying particular. attention: ; 

to the people who went. zi they 








cally ae te that he’ saw an q 


‘positive results were obtained, but 


bustle and confusion of the office, an 


along- yet in close touch with it. 








heard. 
It is as yet too early to say. what : 





























already an important negative con- | 
clusion has emerged. One of the factors 
that was supposed to be most effective 
in bringing trade to the chain proved - 
to be of little importance. The 
directors may make a major change in 
the company’s policy as a result of this- 
one discovery concerning the shopping 
habits of its customers. 


-+ 


Not to Obey, 
But to Choose 


Yon ago I read this sentence on the 
mission of education by Professor. — 
Raleigh, of Oxford: “A certain amount — 
of freedom to go wrong is essential ina... 
university where men are learning, not — 
to obey, but to choose.’ — 

Is this not equally true in — — 
our assistants in the great university . 
which is business? F 
















Acorns ee 
‘ oy bons? youth i is far behind n me,” ' wro 
Lawter, “yet will I plant acorn 
I do not ask that any man shall ha 
obligation for the oak that may give 
him shelter and comfort—except an 
impersonal urge to plant acorns in his 
turn in the same spirit. As for me, it 
is enough to know that the oak shall 
issue and live for men who are to 
come.” — 
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Silence in Which to 


Work and Think SEE OS 
O", of the companies I have diui E 
with has recently installed a Silence- = 
Room in its offices, furnished with fonr = 
tables and four chairs. The principle < 
of this isolated, simply-furnished room = 7 
is that any member of the organization — 
who wishes to concentrate on a specific 
task can go into this room and work, : 
undisturbed, as long as he desires... NO o 
telephone call can reach him there, no 
salesman can find him, no colleague can. pe 
interrupt, for the first rule of this special — 
room is that in it there shall be silence. 
On the other hand, the men who use — 
the Silence Room are not entirely = 
isolated, for they can always leave word — 
with the telephone operator that they 
will be “back” in an hour, or two or 
three, and their assistants know where 
they can be reached in a real emer- 
gency. This gives them all the adva 
tage of being completely away from 


















other offices co 





Perhaps many 
ile: 





he past month’s business 
developments have been 


significant in this: they 
indicate that the British up- 
turn in trade is spreading its 
base and is consolidating 
itself. The main indications 
are four, we give them in the 
adjoining panel. 


` _-- e 


We have further extension of trading 
agreements: This should assist us to 
increase exports. ; 





Dominions and Colonies show progressive 
improving conditions; Similarly a better 
outlook for Exports. . 


+ 
The U.S.A. has definitely reached a — 
of increased activity —— though it may 
be temporary) and is buying more foreign 
goods; again more exports for Britain. 


Improvement in our home trade is steadily 
extending into more industries and more 
districts; this induces greater internal 


Exports Up : Raw 
Material Imports Up 


irst of all let us have a look at the 
actual developments. Our exports 
last month were up by 8.2% or 
£2,400,000 On a year ago; by nearly 4% 
on a month ago. Imports rose by 20% 
or {10,760,000 over a year ago, of which 
60% was in raw materials; by 2.7% on 
a month ago. 

The full twelve months’ import and 
export records indicate the trend of our 
trade more distinctly. Imports in 1933 
decreased by 3.7% on 1932. But our 
raw material imports increased by 10% 
or £16,000,000, while foods and manu- 
factures decreased nearly {£40,000,000. 
Furthermore, our imports from Empire 
countries actually showed a small in- 
crease; and those European countries 
with which we have trade agreements 
showed a smaller decrease in their 
imports to us than any other foreign 
countries. 

Exports for the whole of 1933 are 2% 
higher in volume than in 1932. Again 
all Empire countries, except New 
Zealand and Irish Free State, showed 
considerable increases in the exports 
they took from us. And again those 
foreign countries with whom we have 
trade agreements tended to buy more 
from us, especially Sweden, Finland, 
Denmark, Argentine. 

This is therefore the trend that 1934 
is likely to follow: increased imports of 
raw materials, mostly from the Empire; 

Gi 


activities. 





increased exports to the Empire, to the 
countries with which we have or make 
agreements, and for special reasons 
mentioned below in the U.S.A. 


Growth of 

Empire Prosperity 

Te these export increases should 
continue is again endorsed by two 

sets of facts. Conditions in the Empire, 

with two chief exceptions, continue pro- 

gressing. Australia shows a favourable 

trade balance for 1933 of £41,000,000. 

Her wool is bringing her 80%, more this 


year than last; her gold and silver mines 


nearly 60% more. In two years a 
national deficit of {10,000,000 has been 
changed to a Surplus of £3,500,000 in 
spite of lowered taxation. She is saving 
£2,000,000 in interest alone. 
Canada’s trade records an increase of 
43% in exports. The value of the ex- 
ports of Canadian goods for January was 
£9,3309400° compared with £6,330,400 
for January, 1933. The value of imports 
also rose from approximately £4,880,000 
in 1933 to £6,497,000 in 1934. She had 
a favourable bglance for the year of 
$136,254,000. Her condition is sound, 
she is making the most of the Ottawa 
agreement, and buying more British 
oods. ` 


g i 

In South Africa, in spite of Japan's 
competition and Italy’s shipping sub- 
T our proportion of her imports has 
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These 4 Factors 


P are 
EXTENDING 


our 


TRADE 


~- IMPROVEMENT 


risen to the highest point in ten years. 
There has been an improvement in 
India's imports of our goods, which, in 
the present circumstances, should con- 
tinue. 

The only exceptions are New Zealand, 
where the low prices of her dairy pro- 
ducts and the large volume of her 
overseas interest makes her a poor 
buyer for the time being, and the Irish 
Free State. 


More Trade Pacts 
with Foreign Countries 


Te second set of facts that should 

tend to stimulate our exports are the 
extension of our trade agreements. The 
latest is the Russian commercial agree- 
ment which provides for a gradual 
balancing over the next four years of 
her purchases to us and our purchases 
from her. If we continue to buy as 
much from Russia as we did in 1932, 
then we ought to export {7,000,000 in 
1934 more than last year and another 
£7,500,000 additional by 1937. Thés 
might provide a possible increase of an 
average {600,000 per month in our 
exports to Russia during the current 
year. 

Trade negotiations will soon be 
started with France which cannot help, 
but improve our trade with her. 
Negotiations are proceeding with Spain 
which should lead to increased Spanish 
exports of British coal; the question is 
at present before the Cortes and details 
are not yet available. 

The removal of all restrictions on the 
production of coal for export which, 
coupled with further quota and barter 
arrangements with overseas countries, 
should have the same result. & pact is 
being prepared between Lithuania and 
Great Britain, the former country 
requiring coal and offering dairy pro- 
duce in exchange. 


Increased American 
Trade With Us 


T” American situation has taken a 
significant turn in the last month. 
While the ultimate outcome of Govern- 
ment measures and experiments is still 
uncertain and cannot be foretold by 
anyone, a more definite forecast can 





t down part of the way at least. But, 
at any rate, a degree of exchange 
stability has been reached. 

The Federal Government is taking 
_ power to spend or stimulate the spend- 


a ABERDEEN 


SCESTER 












in which case the £ will probably follow 





NORTHAMPTON 






_ UNEMPLOYMENT - DOWN 


» She is 


`: Her internal prices are rising; all her 


sales, electricity. consumption, are 
. swinging upward. ` . 
America is already buying more 


foreign goods; not only more raw 


-= HERE IS THE SITUATION THIS MONTH 


London District: Trade 
in this area continues to 
be fairly good. The slight 
increase in unemployment 
has not affected London 
seriously. Most of the 
large retail houses have 
reported satisfactory pro- 
fits for the past year, a 
aure indication that there 
is a good deal of money 
in circulation. The hesi- 
tancy in the city which 
was remarked last month 
appears to have disap 
peared largely on account 
of the very good reports 
which have been issued 
by many of the big manm 
facturing concerns, 


E. & S. E., Districts: 

Reports from agri- 
cultural areas are better 
than last month. The 
area sown to wheat is 6% 
greater than at the end 
of 1932. The bad weather 
in December did not have 
any serious retarding 
effect. The unemployment 
among agricultural labour- 
ers is still high, and the 
situation in this respect 
demands attention. 
few industrial centres are 
fairly prosperous, par- 
ticularly those which 
specialize in sugar beet. 


| PERCENTAGE OF 
UNEMPLOYED ~~. 


t0 
os L_] 






Midlands: This area con- 
tinues to be prosperous. 
The motor manufacturers 
have not experienced the 
usual seasonal fall off in 
demand, and are still be- 
hind with deliveries. En- 
gineering in all branches 
continues to make steady 
progress; and some firms 
have extended their plant. 
Birmingham is prospering. 


W. & §.W. Districts: 
The steel industry is 
moderately active, though 
it ig not working to full 
capacity. The South 
Wales tin plate industry 
has declined to 50% 
capacity, but promising 
inquiries and some orders 
have been received from 
abroad. Stocks have de 
creased considerably. Un- 
employment is still very 
high. 

























N.E. District: The iron 
and steel trade is expand- 
ing steadily, and mere 
furngces are shortly to be 
blown in. Bank i 

at Neweasile are up on 
last month, and the gen- 
eral postide inethis area 
indicates a real improve- 
ment in the near future, 













the gen 




















































g 1933 American imports 
oods increased by | 





months. This tendency will last for- 
some months. — 

Whether the American improvement 
will prove permanent, the beginning of | 
a real up-turn, no one can say. It is: 
doubtful. But, at any rate, while it- 
exists we should take every advantage | 
of it. i 


Bright Spots 
at Home 


Finally, our own latest trade statistics- 
continue to point the upward trend.: 
Retail sales have shown the largest — 
increase over the same month last year 
that they have yet reached—4.1% up. 
Cost of living at 41 (which means 41%- 
above the level in July, 1914) has gone _ 
down 1% during each of the last three / 
months. Yet commodity prices are up 
6.8% on a year ago and 3.3% on a- 
month ago. Wholesale prices have risen — 
slightly. . | — 
Electricity consumption continues 
roughly 10% above a year ago. The- 
Post Office maintains increases ‘in turn- 
over, month by month, above a year 
ago. Increases in net profit and expan- — 
sion of the telephone subscribers~-are © 
nearly 10%; and 7% in the number of | 





















Unemployment showed the antici- 
pated rise in January as compared with 
December; anticipated because there is 
always a spate of seasonal unemploy 
ment culminating in January, and 
70,000 new juveniles came on the 
registers during this period. Even so, 


the drop in employment between 
December and January was less th 

the corresponding drop last year. Ther 
are still 600,000 less unemployed tha: 
there were a year ago, and the figures 
next month will probably again show _ 





a decrease. 


Good Prospects in 
Basic Industries 


[nterna activity is rising. According 
' to the Board of Trade, 5. 3% higher 
in 1933 than 1932, and nearly up to the 
1924 figure. The output of manufac- 
tures was actually 34% higher than 
1924 and 64% above 1933. Every group 
except coal showed an increase in out- 
put. In addition, the increase in | 
imports of raw material, the increase in. 
retail sales and in exports of manufac- 
tured goods, the decrease in unemploy- 
ment compared with a year ago—all 
point to a definite increase in our total 
trade. 
Even coal production is now up. Our 
improved industrial activity will in- | 
crease domestic consumption; our trade. 

























7 figures for steel were 
respectively 71,000 tons and 444,000 
tons. The tin-plate industry in South 
_.. Wales is working only to 58% of cap- 
~- acity, though the stocks in hand have 
_ decreased very considerably on the stocks 
= at this time last year. Further, good 
_ orders have been received from South 
_ America, Scandinavia and Canada. 
The shipyards have more orders, and 
they are giving more employment. At 
“present there is more than {7,000,000 
worth of. shipping | on order on the 
Clyde, while there is increased activity 
pat Belfast and on the Tyne. 
ipbuilding through- 
as set up in 1933, yet 
entage of world output 
compared with 25.8 in 
t- this branch of industry 
to have reached the turn. 
Moreover, “taking a view of the world 
utput, while the total volume fell in 
1933, the British shipbuilding industry 
increased its production by 106,044 tons. 
General engineering, motors and 
the machine. tool trade report in- 
creases. Rayon production is 15% up 
m a year ago and 55% on two years 
ago. The woollen industry is working 
vertime. The volume of trade, especi- 
ally in the West — is far i in excess 
E ; the £ 


























A varied only 

£ fi being respec- 
tively E A £24,003, 792, and 
£25,582,104.. - Hence, we have between 
1931 and 1933 a greatly decreased 
-= import of wool and woollen goods, and 
< an increased export figure. 


~ We Should Have 
< Reduced Taxation 

s a result of this increased internal 
2 activity, railway traffics in January 
. increased by 8% over the year; provin- 
. cial bank clearings also are 13.7% above 
_ the same month a year ago, no provin- 
cial centre showing a decrease. 
In 1933 our international balance of 
trade reached a virtual balance for the 
first time in many years, as compared 


















gö; a most significant fact. 
The National Revenue will show a 
lus 









“Was 441,300 tons, z ao eee 
‘tons in January, 





ith a deficit of £104,000,000 two years . 


new collieries ‘opened, mo 
furnaces blown in, new sl 
down, equipment ordered and 
secured, | 
















_ COMMODITY prices - UP 


Basis 1913 -100 o 1933-34. 
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. and then gradually decline. 


Direct, or ‘‘house-to-house”’ 


at a profitable level. 


markets which, particularly 
of depression, are worked 
and profitably than are the 
es—if a sound small-marketing 
plan has been developed. 

Direct selling in the past forty years 
[its greatest success follow- 
ness e This was 
: 1908-1912, 1g2I- 
WG 1f 1S. It is safe to 
( hat t the inertia of buyers during 
peri s forced the seller to direct 

ind it is likely that history has 













y p 
the direct selling method? — 


to absorb the increased selling 
: eaters necessitated by this 
ee method? 
3. Have I a definite and carefully- 
-= worked-out plan for hiring, train- 
— ing and controlling salesmen? 


7 — The Manufacturer Must Still 

Do the Selling 

ta the begining, most direct selling 
ee — — in the electrical field was applied to 
— . specialities, which, because of their 
novelty and complicated mechanism, 
required exhaustive demonstration. As 
the market became saturated, as the 
- public became familiar with these pro- 
Auctions, and as other manufacturers, 
_ attracted by the pioneers’ success, et- 
tered the field, the price trend was 
-naturally downward. In many in- 










stances, the specialty apparently be- 
came ‘staple, over-the-counter merchan- — 
-This situation, where it prevailed, _ 
ed to dictate a change to a dealer . 


worked out — 


Si — the manu- 


— ieee a — that is suited inflates. 
cher rug—true, not so rapidly as when 
the cleaner was new, but 


Be Have T- sufficient gross margin 
speed. She does not feel that she needs 






s ; the Future £ Direct Selling 


By F. WARDELL 


Managing Director: The Eureka Vacuum Cleaner Co. 4 


) ny plan of sales operation must at some time reach its peak of effectiveness, 
When that happens, either the method must 
-be altered or new methods must be. developed. 

selling is no exception. 
is far from being at the end of its usefulness, we feel that most exponents of 
his method, ourselves included, must employ supplementary methods to keep 
A limitation of the direct selling method arises 
e fact that it can be applied successfully only through factory-operated _ 
These, of necessity, can be established only in the larger centres. 
centration in large cities almost invariably results in a neglect of 


While direct selling 


While a product may attain such a 
degree of consumer acceptance as to 
assume the aspects of a staple, this does 
not mean necessarily that the percen- 
tage of voluntary purchases can be 
made to equal that obtained by direct 
selling. To put it another way, the 
manufacturer who has changed from 
direct-to-consumer distribution to dea- 
ler distribution frequently discovers 
that he still must do the larger part of 
the selling job to the consumer. The 
reason lies in the peculiarities inherent 
in the product. Let me illustrate: 
Mrs. Jones has a vacuum cleaner. It 
when she snaps the switch. The bag 
Surface dirt disappears from 


with fair 


a new cleaner, or if she does feel that 
she needs one, there are other things 
she desires more—a new rug, or perhaps 
a fur coat. Always her “want” list is 
longer than her purse. This being true, 
Mrs. Jones, subconsciously perhaps, but 
nevertheless certainly, groups her wants 
into :— 

Group 1. Immediate purchases. 

Group 2. Eventual purchases. 

Group 3. Remote purchases. 


From a selling and ddvertising stand- 
point the manufacturer’s pecblem is to 
keep his merchandise in Greupe. The 
manufacturer ‘who sells direct to the 
consumer can do this by keeping his 
selling attack so flexible as to be able 


to vary it as occasiog requires; to in- 
crease man-power and advertising where. 
markets are good or — — excep. 
tionally virile. — 

‘When the dealer is interposed between RR 
the manufacturer and direct contact. “ 


distribution, but oftentimes this. with 1 the consumer, the selling pla: 







rust | be changed. if 


is to be maintained, for the following ; 


reasons :— of 
1. Very few dealers concentrate on 
one line. | 


2. The dealer is interested in mov- — 
ing a variety of other articles, 
many of which are more profit: : 
able to him. ne 

3. The dealer is not a — pres 
sure” salesman, 

ii brief, the dealer will not or canno 

put the same. intensive. selling effor 
behind a product as does the manu 
facturer. These are the reasons for th 
statement that the real- selling | jo 
remains the responsibility of the manu 
facturer who has been selling direc 
and switches to a dealer plan. 


The Secret is to Have the 
Right Salesmen | 

Success by either plan, however, 
hinges upon supervision. The sales — 
problem is essentially one of being able 
to hire, train and keep the right type 
of men. In this year, when business 





— — —— — — —— 


NOTE THESE POINTS | 


Direct selling has not 
reached its peak, it is a 
powerful factor in secur- 
ing volume, particularly 
on new specialties. 


* A dealer plan of distri- 
bution on specialties re- ` 
quires approximately the 
same selling effort and 
expense on the part of 
the manufacturer as dis- -= 
tribution through factory 
branches. 


Smaller territories, closer 
supervision and better 
sales training methods are 
essential to the success of 
the dealer plan. 


* The chief advantage of the | 
i dealer plan lies in secur- 
ing more volume from 


* 





















increased to. j 
by using the — 
Kalamazoo Visible Book 


Because it isa Book, this remarkably successful Kala- ce — 8 
mazoo product gives you not only ——— 


1. Express-SPEED recording 


Z, Complete CONTROL of records 
but—in addition— 


3. ee 3. Absolute SECURITY of sheets 
ares : 4. Ideal COMPACTNESS | 


+ 
a 
1 * 





signals tell date each 
efaulted and whethe 
first, second or third “arr 


The whole book is mac 
- dividers, index-tab 
gripped, vice-like, 
Binder. Capaci 
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ACCO 


will find = | 
Kalamazoo Visible | 
a boon for 0-0 fo ee 
ALL LEDGERS _ ee 
HIRE PURCHASE = 
LEDGERS . | 
OVERDUS 
ACCOUNTS |. 
STORES RECORDS | 
Ete o 
Why not write for 
specimen sheets? 









— 2 — PECES We invite you 
T 4g enlist, without obligation, the 


amaZzoo 


(Proprietors Morland & Impey, Ltd) 


Head Office & Factory: NORTH§IELD, BIRMINGHAM. 
l London Office : 40, GROSVENOR PLACE, S.W.a. 
Branches in all leading Provincial Cities. 





















— NOTE: All names in above illustration are fictitious and relate to no living person. 





(DANY REPORT 
“Teaves | cost. parroos] 


ficient control of business depends upon complete, accurate and up-to-date 
wledge of the various factors governing profit and loss. -Powers 
Accounting Machines. are fact-gathering machines which may be applied to 
ny phase of aceounting. There is no department of business where Powers 
quipment cannot be employed in providing management with the accurate 
information so essential for right decisions. 


Payroll and Wages Analysis : Materials and Stores Records : Stock Control : 
te Manufacturing and Selling Costs : Analysis of Sales and Purchases : Invoicing : 
Statements : General Accounting—All can be performed better by Powers 
_ Bunched Card Methods. 








in size, “thus 


= ossible. 






that discounted unfavourable factors 
and based sales expectancy only upon 
he cream of the market. 
As our men had been trained almost 
entirely in direct selling, it became 
necessary to extend our training pro- 
gramme. to include instruction on im- 
_ portant phases of dealer contact and 
merchandising. 
Finally—and this is vital—the manu- 
facturer who expects to maintain 
volume. on aime) that, to all 
: urpo: * pas become a 
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ns in any news- 
-replies than any 
m of classified advertising. The 
unfortunate prevalence of unemploy- 
ment—now happily. decreasing—has, of 
course, been the cause of this. 
vee The harassed sales manager, however, 
= looking for new salesmen does not con- 
sider these colossal numbers of replies 
an advantage. He gets anything from 
go to 500 replies to his advertisement, 
and by the time he has sorted the wheat 
from the chaff, his choice from the 
applications received is usually quite a 
small one. In one or two exceptional 
cases I have known a sales manager to 
= get over 200 replies to an advertise- 
‘ment, and even then find that not one 







ry experience that he 


1 — the applications 
3 d 







- Quotas pao ps 


sing ‘a weighted index ioa any 





z ie was. the type of salesman. 


‘he — of sorting out, scanning 
is 
Aie a sheer waste a i 





that it seems ` fati le to 
ious a principle, yet it 
portance, in my opin- 
phase of management 








for, in the fir 








no amount of clever 
advertising, no sales organization, can 
retain public favour for an article that 
no longer inspires enthusiasm on the 
part of the men selling it nor creates 
interest in the mind of the buyer. 

It takes a panic to jar some manu- 
facturers out of the old ruts and set 
their feet on new paths to prosperity. 
As a wise man said : “Sweet are the 
uses of adversity.” 








position fered made more exp t 
in the announcement. 
















by neces to reply to any and 
every “Situations Vacant” adver- 
tisement th regardi 3 
whether they have the experience 
or qualifications necessary for the 
position offered. The sales manager 
will want to avoid getting those replies 
and to get applications only from mer 
who have some claim to be suitable or 
the job. e 


Teli the Truth when advertising 
for Salesmen 


There is, too, another angle—a rather 
unpleasant one—that has of late crept 
into classified advertising for salesmen. 
I refer to the practice among certain 
organizations of inserting long rambling 
advertisements for sales representatives, 
making vagug and often quite un- 
founded offers of jobs with earnings of 














£10 a week and upwards. They go even. 


further and promise executive posts 
within-a few months at high salaries, 
provided the applicant is successful. 








positions. hat Eki ——— 
course, is well en pi 





accuracy. 


eP 
al analysis, no method of ” 
: distribution, — 











1 
refer particularly to those door-to-door 
canvassing ang similar speciality pro- 


The. rile” is, therefore, 
advertisement to the mini 
necessary to include full details 
position offered. Do not exagger 
possibilities of earnings to be mai 
promotion to follow, or you will gathi 
a sales organization of discontented an 
disillusioned men whose primary object 
will not be to make sales for you but 
to find æ better position for themselves, 
and that as quickly as possible. — 
Assume, for example, that you need 
men to sell a proposition connected. with =. 
some particular trade, the furnishing —__ 
trade. Naturally, you want applica- 
tions only from men experienced in 
furnishings. In such a case I, person- 
ally, always begin an advertisement _ 
with the name of the trade or class of 
proposition for which I need men. This 
is how I should advertise for a salesman 
to sell furniture on commission ony: 


Furnishing. Traveller require 
to sell new ty 

Must have connection | 
Retailers. Exclusive 1 
given. Must be a smart 
gent Salesman prepared 
hard in return for good 1 
tion. Commission on 
earnings should be SA 
weekly. — 





































This is a straight orward adv 
ment which would, I think 
type of man I required. The 
who will only work on salary 
apply. I told tbe truth—that 
pay on commission only. “Fur 
would attract salesmen who h 
experience in that trade, and o 
the most profitable type of im: 
proposition like this would be » 
with an existing. connection . 
retailers who would not in corm 
have to break new ground or 
pioneer on a new propositie 
policy and this type © of adver 
can be adapted to almost any tra 
proposition. F 

When advertising for salesmen, : er 
here are ten points to bear in. mind: 





Points For Finding Salesmen— —_— 
(1) Begin your advertisement with the ae 
name of the trade or type. oao 
proposition for which you. require — 
a salesman. : eee 
Give details of what the salesman — 
is required to do, whether be will 
sell on an established proposition 
or pioneer. — 
State any special trade cata $: 
tions or experience required, : 

If on salary, mention this next. 

If bonus, expenses or other mone 
tary inducement is offered, be su 
to include it. 
If necessary, state qua ie 
you require in the way 
acter, — intel gence, A 


(2) 






















his workroom, 





of this firm with regard to 
lfare work has been moulded by 
o considerations: First, seventy- 
ve per cent of the labour employed is 
ale; secondly, of this labour, a great 
oportion is juvenile. s 
Regarding the latter consideration, 
le object of the welfare work has 
to improve conditions for the em- 
loyees during the two years’ training 
od, and to eliminate unsuitable ele- 
nents before such elimination is too late 
œ be of an advantage to the firm, or 
fair to the employees, ° 
; : To caray out this policy, the welfare 
_ | Supervisor has entire charge of the en- 
gaging of juvenile labour, both male 
and female, and the following up, by 
jeans of very complete records, of each 
person so engaged during the training 
period. Any girl who successfully 
comes through the period of training 
is expected to be an efficient machinist 
at the end of it. 
When an applicant for employment 
_ is about to leave the elementary school 
she is interviewed by the welfare super- 
_. visor, who gives Wer a very simple form 
_— to complete. By watching her actions 
in compfeting the form it is possible 
to gain a fairly complete idea of the 
_ girl’s capabilities. 
_. Having been engaged, particulars of 
the girl are recorded on a card (see 
_ illustration), which is given to the head 
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of the department in which she works® 


_ The upper headings on the card are 
_. then filled in each month by the fore- 


: Man, and handed to the works man-. 


ager, who, together with the welfare 
worker, examines them to findeout the- 







Telative values of the various em- 
ployees. ae — 


— This monthly l 






though it is well-filled, has the maximum 
good lighting, heating and ventilation 


= Session and display of finery by those 






overhaul weeds out. the 


W elfare 
) Reduces 





















unsuitable ones before they are too old 
to seek employment in other, perhaps, 






from | 
an Interview with the 
- WELFARE SUPERVISOR 
Thos. 


MARSHALL & SONS Ltd. LEEDS 


more congenial fields, and also gives 
an opportunity to star the outstanding 
ones or those who appear to have any 
ability in one particular direction. For 
instance, a girl was noticed to have a 
particular aptitude for embroidery; she 
was put to work on a machine for 
making embroidery where her work is 
original and creative. The knowledge 
that if a girl shows -creative ability she 
will be allowed to try it has an excel- 
lent effect on the general standard of 
work carried out. 


New Workers are Given this Special 
Introduction 

It is one of the chief duties of the 
welfare worker to pilot new workers 
through the first days in their occupa- 
tion. A new girl reports to the welfare 
office at nine a.m., and her cæds or her 
birth certificate are deposited ¢here. 
Then she is asked to contribute to the 
workpeople’s hospital fund, as the 
others do. The question of the overall 
is then entered on, All the girls are 
required to wear overalls of a standard 
pattern. This is believed to have a 










_levelling effect, for the petty jealousies.- 
> Which can be so acute among a crowd. 
of very young girls, owing to the pos- 





it, or who have an i 






Policy 








The efficiency of the young workers 
is, of course, impaired by poor food. 
Some time ago it was found that many 
of them were lunching on bath-buns and 
chocolate when a thoroughly good lunch 
was obtainable in the works canteen. 
Inquiry showed that this was because > 
the price of the lunch was rather high, 
and that the girls preferred to use 


their lunch money for other less use- = 
ful objects. : 

The welfare worker 
to make them 









PRODUCTION METHODS & EQUIPMENT 


Before finally entering the depart- 
ment in which she is to work, the girl 
is taken on a tour of the whole factory, 
and the various departments and their 
relations with one another are ex- 
plained, so that she is made to feel 
that she is not merely an isolated per- 
son doing unimportant routine work 
but an integral part of a highly com- 
plicated system to which she may be 
proud to belong. 

The works committee in this firm is 
of remarkable constitution. The man- 
aging director is the chairman, and 
there are twenty representatives of the 
employees and only five representatives 
of the employers. Thus the former 
have more voting power than the latter. 
At its meetings, discussion is free and 
without prejudice, but this has a defi- 
nite value for the firm, for, although 
members invariably begin with the sub- 
ject nearest the hearts of the workers, 
the increase of earnings, they occasion- 
ally reveal flaws in the system which 
may be apparent to the operatives but 
not to the management. The com- 
plaints are always considered seriously 
by the directors, and, though they are 
not always rectified exactly as the com- 
mittee hoped, when they are found to 
be justified, some action is invariably 
taken. The monthly meetings of the 
works committee constitute a monthly 
overhaul of the organization. 


The Suggestion Box Was Not a 
Success 


It has been stated, with truth, that 
successful future relationships are built 
on the foundation of contact, consulta- 
tion, confidence and co-operation. All 
four requirements are fulfilled by the 
works committee. There are two other 
important functions of this committee. 

The suggestion-box idea was tried but 
proved unsuccessful. As a substitute, 
verbal suggestions are made either in 
committee or to the managing director 
in person, or to the welfare worker. 
These suggestions are discussed by the 
directors and the committee, and those 
which are taken up are rewarded in the 
usual way. Secondly, the workings of 
the old age pension scheme are dis- 
cussed. This scheme is a one-sided 


Date of Birth 





wittetehy 


Date of Employment ....sssse.. 


x 


Monthly pat on juniors indi- 
cates the right people for the 
right job. 


The firm subsidizes meals for 


juniors, thus ensuring they are well 


fed at mid-day. 


Works committee of 20 em- 
ployees and only 5 management 
representatives. 


This committee ‘vets’ the whole 
organization once a month. 


60-page house ‘Mag’, Clubs, 
Camps, Socials, Pension Scheme, 
etc., all help the ‘Esprit de Corps’. 


x 


affair. The employees make no con- 
tributions, for the large turnover in 
female labour makes this impossible. 
The directors set aside from profits such 
a sum each year as they think fit, which 
is added to the existing sum, and the 
fund is administered by four appointed 
trustees. 

All employees of twenty-years” ser- 
vice with the firm are entitled to a pen- 
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sion of 10/- per week on reaching the 
age of sixty-five, or after fifteen years’ 
service if the employee is physically in- 
capable of continuing his occupation. 
These rules are not inflexible: they are 
interpreted in as wide a manner as 
sible so that individual cases cannot be 
excluded from benefits on account of 
technicalities. The fund appeals mainly 
to the male members of the staff; there 
are many men who, while not being 
executives, are nevertheless key men, 
and it is to the interest of the firm to 
keep them. This method, assuring their 
scar has been found singularly suc- 
c 3 


Roving Commission Essential to 
Welfare Worker 


There are hard-and-fast rules con- 
cerning the manner in which a welfare 
organizer operates. The requirements 
differ with different firms. The welfare 
worker here has a roving commission, 
with easy access to departmental heads, 
and directorate. If co-operation with 
these points is lacking then the value 
of the work is seriously decreased. 

For instance, the firm runs a holiday 
camp for the girls during August. Last 
August, the welfare worker who was 
in charge of the camp noticed that two 
of the girls were below the standard of 
their fellows in physical and mental 
energy. These girls had been equal 
when they had been engaged a few 
months before; their present lowness of 
standard must therefore be due to some 
influence in the factory. When the 
camp was finished their records were 
consulted, and it was found that they 


(Continued on page 36) 


The history of every junior is recorded 
monthly on a chart such as that below, 
Through these reports the right people 
are fitted into the right jobs, a most 
important factor in the ement 
of a manufacturing concern. Good 
mid-day meals, ensured to juniors by 
a cash subsidy from the firm, is an- 
other important point of management. . 
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filled in Departmental 
Arak’ ond at ae E [achine Room 


er on the first of cach e 
month. 








A “Usable at once as It stands: 


2 Usable after slight modifi- 
cation to suit particular 
conditions. 


3. A motive force to start in 
your mind some train of 
thought which will solve 
~ — that problem you have long 
e — — debated. 


m the governing director of a fairly 
rous business. specializing in 
ture of spectacles, eye- 
er aids to sight. It might 
-is.too highly special- 
be able to pick up hints 
sinesses, but, as I intend 
“not the case. 
ple: The January issue 
contained references to 
ades, but not to mine. 
by reading it through, 
umber of the articles 
— or indirectly, 





irst the ad- 

oy -vertisements. 
ents. s Was there any- 
-thing among 
ited and could afford? 
g which I would like 
fford, and, if so, could 
gestion as to the best way 
Ln ee substitute at a 








advertised’ ‘Ours needed renewing. AS 
read the advertisement and glanced 
up at the house instrument on my — 
I noticed that ours was out of date; 
was quite twenty years old. 
_ What interested me in the advert. 
ox was not so much the written descrip- 
tion, but the picture of the instrument; 
- it gave a visual something with which 
w compare the existing instrument on 
omy desk. ‘Usually, I think, this is so— 
the illustrations in advertisements are 
more dyfamic than the copy. 
-~ Then the editorial contents. The 
striking thing about this page was the 
crowd of names of authors, every one 
of whom ) was an executive ora director 
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responsible positions in towns 
which I do not visit very fre- 
quently. Naturally, our firm 
tries to promote as far as possible from 
the ranks, but are we doing enough to 
urge the boys and juniors to aim at pro- 
motion? Can we do anything more? 
Of course, the Associated Equipment 


Company, about which the article was _ a 
written, is a much larger concern than p 
and though their widespread | Tr 
methods of control are not entirely | 


ours, 


applicable to our firm, the kernel—the 


idea behind them—-must be applicable nera : con 
and the almost snappy purvie w 


to any firm. So what can we do? 


Here, personal pull outside business 
It is possible to 
arrange a course at the City Evening 


comes in useful, 


Institutes for these boys; we can get 
reports on their work, we can watch 
their development outside the firm. By 
paying for the courses, we can make 
sure that they attend it; we can edu- 
cate them for executive positions in 


theory as well as in actual practice and 


plan for twenty years ahead. I, per- 
sonally, am the second generation in 
this business, and I have no wish that 
it shall die when I die; I want it to go 
on, and this is the way to do it. 


+ 


Scotched An 
Old Alibi 
oore ods of promot- 


ing keenness and endeavours to prevent 
wastage. As far as the former is con- 
cerned, we have little to learn, for, 
frankly, I think that our co-partnership 
scheme is the best possible method of 
promoting keenness. 

As far as the latter is concerned, we 
come up against a thorny point. Our 
Works Manager is compendably cau- 
tious; he is a technical man, and has 
sole control of the money sfent each 
year in improvements to the plant? But 
his caution is sometimes toe great. For 
some time I have been trying to per- 


he next ar- 
ticle was de- 





suade him that a conveyor belt would ` 





influenced to some extent by t hi 
tion, The “Trend of Business’’ sh 










are my — ' And when the answe 


amination oa that I had, ‘but ‘th: 
they were not scientifically or acct 
rately. worked « out. y 









whole of the industrial situation 
it gave. The business of every 


us just where we stood. 
The next article on Sales Promotio 
happened to be written by a man y 
is a personal friend of mine, so I 
beforehand all the material conta 
in it. It appeared to be a very 
article, but I cannot say that I 





Read 
‘BUSINESS’ | 
? 


able to read it impartially. Still, the ae 
conclusion that by standing up to the 
trials and difficulties the author had 
defeated the years of depression would __ 
doubtless make other business men read coe 
it with very close attention. —— 

The next article on travellers’ cars — 
was not of interest to me. We have 
no travellers, but I cut out the table 
of estimated costs for running a car, 


voted to meth- , 


‘as I frequently use my own vehicle for a 






business purposes, and the comparison gee 
will eventu tually þe i VEO 


save time in the works, and this article _ - 


brought that to my mind again. I made 
a note to see him about it * once anc 





is achieved only by uniform method. Similarly 
executives are realizing that a well-planne: 
office with Standardized Equipment stimulat 
orderly and constructive work which increase 
profits. 


Shannon Standardized Office Equipment — 
vides a wide range of appropiate models in- 
wood or steel for offices of all sizes and types. 


OOKLET ` 504 on the profit producing poten- K 
alities of the modern office sent FREE to 


principals on request. 


It will help you lay out | 


attractive, efficient office to meet your _ 
ividual requirements, or an office planning 
xpert will call by appointment, and without — 


am ‘obligation to you. 


_ FREE Ac vice and Help on 
the follow! ng Business 
_ Subjects 


Office Layout : Fioodlighting 
Office Equipment Lighting 
Machine Accounting mi 
Accountancy Methods 
Account Collection | 


insurance 
Mail Order 
Sales Promation 


Telephone: Temple Bar 7178 


IT OR 


Manchester, Nee -upon — and i 


NOT. 
10/6 per annum 


Advisory Service without parallel. in this -couU 


il bring 


This comes through— 


THE BETTER BUSINESS ASSOCIATION | 


Applications for Membership are in- 
vited from progressive Business 

and Executives. The ordinary. su 
scription is one. gemes. per annul : 


at the present time. 


HE Better Business Association 
has been formed to provide for 
the interchange of ideas and 
methods amongst British Business 


Transport 
Window m: Display 
Sales Letters 
Printing 
Advertising 


` “*Where-To-Buy” | Index 


ce i Outdoor r Publicity 


| General Business 


Business Finance 
Salesmanship 
Staff Management 
Office Organization 
Factory Organization 
Mechanical Handling 
Costing 
Staff Welfare 
Marketing 
Packaging 


Men with a view to improving indi- 
vidual efficiency and advancing the 
interests of British trade and com- 
mgrce as a whole. Also to provide 
buginess men and executives with a 
real Business Advisory service, which 
has never before been possible. 


Subscription 


but, by special arrangements witb 


the publishers of Busiwess, postal ee 
subscribers. to the journal will be — p : : 
admitted to the associiition with. full ee a6 
= of membership at a- te es 


duced . 


of 10/6 only 








Right through the Fabric 
of Commerce and Industry 
run the threads of Insurance 





"and well-attuned to 
the scientific methods of 
modern Insurance is 
Ediphone Voice Writing. 
No delay in dictation—the 
Ediphone is always ready. 


THE ROAD 
TRANSPORT 
@ GENERAL 


INSURANCE 
CO. LTD. take just 
pride in their well 
equipped new Head 
Office at Hyde Park 
Corner, and in the 
successful methods 
which have led to ex- 
pansion of business. 
Now operating more 
than 


60 EDIPHONES 


Simpler correspondence. 
Smoother working - - A 
quieter office. Freedom 
from routine. Technical ad- 
vances in the design of the 
PRO - TECHNIC Ediphone 
includeanewrecording unit 
of unsurpassably lifelike tone 
and several other features 
of practical improvement. 





Write for particulars: 
THOS. A. EDISON LTD., Victoria House, 
Southampton Row, London, W.C. 1. 
e Branches and Dealers in all principal cities. 


T o-technic 





Ediphone 


Balanced Voice-Writing 





Fanfold’s 
Labour Saving Stationery 


Systems 
& 


ELIMINATE UNPRODUCTIVE LABOUR 
IN HANDLING YOUR MULTIPLE FORM 
WRITING 


Ask us to prove to you that we can 

save you £1.6.8 on every 1,000 

Multiple forms completed in your 
office 


SPEEDOFORM | FANFOLD | TRANSKRIT 


sSamtold, 


NORTH CIRCULAR ROAD, LONDON, N.W.2 
Telephone: GlAdstone 5477 


FREE TO THOSE 
WITH AMBITICN 


VALUABLE BOOK ON CAREERS 


THOUSANDS of young business men are to-day firmly 

h, — in the —— of big salaries as a direct 

m result of training received under the expert guidance of 

EA the Metropolitan College, St. Albena.” 

A They drst realised the t df i 

chosen branch of Commarea, ana chen * wine —— 

to discover in the College 

“Guide to Careers” 





















* Guide 
Careers,” is not a 
booklet but a handsome 
volume of 132 pages, which 


includes and deals in a vividly and thoron. 
interesting way with: acquire it. What 

1. The phenomenal growth of the Sec- have done YOU also can do. 
retarial and in § 


Accountancy professions— | Specialised Postal 

nT The Examisations of th ,| Aecountancy, Law and Commerce- taken 
. The Examinations of the severa 

professional Accountancy and Secretarial e in spare time. 


£ ies. the Institute of Cost andWorks Do not delay your own success! Procure sow 
—— etc. “sy | YOUR copy of the “Guide to Careers in Secre- 
Accountancy, Law and Commerce.” 


$. Professonal Prelimi examin- | taryship, 
ations, Matric., Bar, London Golversity Simply send coupon. 


ne How to enter for these. examio- OUPON—POST NOW! 
ations — subjects — fees — exemptions, Please send me—without charge or 
obligation—a copy of the College 132- 


c. 

. f study: ial- — 

inch ate best method GUIDE TO CAREERS. 
G9. 


spare time—specimen study notes. 
6 Practical [non-ezamination) 
Sopas in all —— Accountancy St SRC ean SSSR FETE RCC OOS 
an mmercial Subjects. { 
7. The work of the College—figures In Capitals 
showing how its examination successes 
Business, 
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The main point to consider is not what a new office 
machine or system will COST, but what it will SAVE. 
> This small office installed five new appliances, all of 
them quickly saved more than their cost, and, of 
course, they are still saving. Any small office can 


make economies and get better work in this way 


À ffice managers and business men 
WY to-day realize the vital necessity 
for scrapping old equipment and 
systems which no longer pull their 
weight. Users of business machinery of 
all kinds are no longer dominated by 
the price fetish. What they want to 
know in the case of a machine or a 
system is: Myhat will it save?” 

A colleague told me the other day of 
how a mechanical cheque-writer saved 
five hours a week of the time of a £500- 
a-year man in his firm. 

In my own concern we recently spent 
£125 on an office printing machine. On 
this machine we can now, for a shilling 
or so a week, print our modest House 
Organ which formerly cost us {170 a 
year at an outside printer's. 

In addition to the House Organ this 
same machine will save us almost as 
much by enabling us to print in the 
office internal forms of all kinds, and 
even many of the pages for our loose- 
leaf record books. 


The Office Printing Machine 
Cuts Stationery Costs 


This machine will also enable us to 
increase considerably the effectiveness 
of our correspondence to salesmen in 
the field by enabling us to enclose 
dramatically-drawn charts of their re- 
sults, ‘‘pep’’ messages and so on. 

It will also help us to increase the 
value of our direct mail publicity to 
customers and prospects by making it 
possible to include special leaflets, 
folders and price-lists drawn up on last- 
minute information. We should not be 
able to include these if they had to be 
printed outside, as formerly. The time 
required would be too great, also in 
many cases it would prove too costly 
to send out this incidental stuff. 

Many times, too, we want only small 
runs of stuff. It is uneconomical to 
spend time drawing up this kind of 
matter for type-setting by a printer and 
then having only a few hundred copies 
run off. 

Another modern method we have 
introduced is a visible card index 
system, complete with coloured signals 


which shows the position of all our 
travelling salesmen and our retail and 
wholesale agencies. This improvement, 
we have calculated, saves over 2} hours 
every day in one way and another. 

In our mail room we have brought 
about a change which is nothing short 
of a revolution. 





By 
HUGH ALLEN 


Managing Director 
ALLEN, McGUIRE SONS & Co. 





Our outgoing mail averages three 
hundred pieces daily—exclusive, of 
course, of postal publicity campaigns. 
One senior and one junior girl used to 
look after this department. They 
received all letters flat, that is, they 
had to fold, insert, seal, stamp and 
record them. This took up the whole 
of their time from 2.30 till 6 p.m., as 
there were many foreign letters and 
quite a number of small parcels. 

A few months ago we put in an elec- 
trical letter-sealing machine and a 
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The Small Office 
Can Save Money 


“Goins Modern? 


franking machine. The whole job is 
now done by the two girls in less than 
half the time. 
time they help in the filing room and 
on various odd jobs. By these two girls 
being released, even for such a compara- 
tively short period, we have been able 
to avoid replacing two girls from the 
filing room who left. One of these girls 
was formerly paid 25/- a week and the 
other 28/-. Thus a saving in wages 
alone of {2/13/0 a week by a letter- 
sealing and franking machine. 


Keeps The Petty Cash Account 
Straight 


In addition to that saving, of course, 
we get the benefit of a quickly com- 
pleted and accurate stamp account 
every day; no losses, no queries. 

We have not yet put in a letter-open- 
ing machine. Our present arrangement 
is that all in-going mail is distributed 
straight to the departments where 
executives, or rather their secretaries, 
open their own letters. 

This method has proved satisfactory 
up till now, but ome never knows the 
advantages of a new method until it has 
been tried. 

Our next experiment, therefore, wf 
be to instal a mechanical letter-opener 
on the mail desk, open all letters there 
and distribute them to the departments 
ready for action. 

(Continued on page 36) 
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Steadily, year by year, Cadbury Bros. increase their nunfber of dictating machines. Here 
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ing room and some of the typists whohandle thework of Sodictators. The 
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by the L.N.E.R, for the use of business men using the London-Newcastle 
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This Idea Gives 


BETTER LETTERS 


In Shorter Time | 


large selling house marketing several 
mechanical products had to deal 
daily with a huge volume of corres- 
pondence. Most letters in this huge 
mail touched upon several subjects and 
so each individual incoming letter had 
to be dealt with by several different 
` departments of the firm before a reply 
could be sent. 

To get the information necessary for 
replies the letters were circulated to the 
various de ents, where a respon- 
sible individual in each dictated his own 
appropriate information on a standard 
memo and attached it to the letter. 

By noon these letters would be back 
in the central correspondence depart- 
ment ready for dictation. By central- 
izing the answers to complex letters in 
this way, the firm achieved a certain 
amount of standardization in their re- 
plies. Customers were relieved of a 
common source of annoyance, that of 
not having all their questions answered 
at one time. 

It was found, however, that as there 
had to be at least ten separate dictators 
of these letters, replies on the same sub- 
ject were still handled very differently 
by the various individuals. 


Classified Items and a Paragraph 
on Each 


An analysis of carbon copies of letters 
sent out over a period of three months 
showed that nearly all the correspond- 
ênce related to certain definite matters. 
The office manager considered *that if 
these s@bjects were clearly defined a 
number of standardized paragraphs 
could be evolved to meet all conditions. 

Thus a system of ‘‘form paragraphs’’ 

ecame into being. 

First of all, the subjects were classi- 
fied and listed, and then from beginning 
to end new paragraphs were dictated to 
cover every phase of each subject that 
had been brought out in the analysis. 
Care was taken to start and end the 
paragraphs so that they would fit natur- 
ally with other paragraphs or would 
stand alone. *° 

When, this work was done every para- 
graph was taken up with the depart- 
ment which was expected to use it. 
Whenever necessary individual para- 
graphs were revised. As finally used, 
they bear the O.K. of all department 
heads. 

The paragraphs were bound in bodk 
form, and a copy was given to every 
dictator and to others who had occa- 
sion to write letters. 

By this means the entire correspond- 
ence of the company has been étandard- 
ized and is, in fact, the product of an 
expert letter writer. 





In this system ach paragraph covers 
just one point and fits naturally into a 
letter before or after almost any of the 
other paragraphs of the series. Conse- 


‘Form Paragraphs ’—that’s 
the basis of this idea. In a 
large correspondence depart- 


ment it saves hours of time 


By 
ANDREW DENTON 


quently, the dictator who has grown 
familiar with his book can instantly 
connect tke right combination of para- 
graphs to fit any case. 

When a dictator dictates he simply 
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NEW TELEPHONE 


SPEED-UP 


APPLIANCE 


No longer is it necessary to “dial” frequently 
used numbers on theautomatic phone circuits. 
A new instrument, far simpler, is taking its 
place. A quite small box-like arrangement is 
attached at the base of the instrument. On 
this are placed 25 or 50 selected names. To 
connect with any one of them it is only 
necessary for the user to slide an indicator 
opposite the required nam® and the connec- 
tion is then automatically made ky depressing 
a single key. ee 
Names not on the new instrument can, of 
course, be dialled in the ordinary way. 

The new instrument is the Autodial and all 
subscribers on the automatic exchanges will 
soon be able to get it from the Post Office 
Telephone Contract Department. 

The Autodial is also suitable for private auto- 
matic exchanges in business houses for which 
purpose it is being handled separately by a 
Croydon firm. 


—— 





BUSINESS for MARCH, 1934 


indicates the number of paragraphs and 
the order in which he wants ag used, 
The only actual dictation he gives 
merely covers any fill-ins that have to 
be made. Thus a great deal of time in 
the correspondence department has been 
saved. 

Even more important, however, is the 
high quality of all letters leaving the 
house. Each paragraph has been care- 
fully worked out, and in its final shape 
bears the approval of the management. 
Naturally, such paragraphs are far 
more effective than any which the ordi- 
nary correspondent would dictate off 
hand. Remember they are the product 
of the most careful consideration by 
experts. 

This firm considers that a customer 
worth securing is certainly worth keep- 
ing. It considers that one department 
is as responsible as another for this, and 
that every department is a sales depart- 
ment, regardless of its name, and every 
letter that issues from the firm should 
be a sales letter in one form or another. 

The idea of standardized paragraphs 
written by an expert goes a very long 
way towards raising the tone and stan- 
dard of the entire correspondence. 

Not content with this, however, the 
chief executive of the correspondence 
department keeps a double check by 
insisting every night in extracting from 
the day’s outgoing mail a dozen or so 
carbon copies of letters, taken at ran- 
dom. These he reads over before going 
home, or he puts them into his bag and 
reads them in the train. 

None of the dictators in the depart- 
ment know which letters will thus be 
drawn out for checking, so naturally 
they take care that no “‘loose’’ ones are 
allowed to go. They make every letter 
a hundred per cent effort. 

An additional idea used in this de- 
partment seems quite worth mention- 
ing here, as it obviates a great deal of 
wasted stationery. 


This Idea Reduced Cost of 
Envelopes 


Dictators often have to enclose with 
letters a blueprint, folder, booklet, in- 
struction sheet, or something like that. 
The typists do not always know what 
size package the letter will finally make, 
and formerly they used often to address 
the wrong size or kind of envelope. 

The entire range of envelopes was 
numbered, and now when a dictator has 
completed a letter he indicates the 
appropriate envelope by quoting its 
reference number. Enormous numbers 
of wasted envelopes have been obviated 
in this way. 

In conclusion, it might be mentioned 
that the “form paragraph” idea is 
especially valuable to the manager of 
the small office who often feels that 
other activities, selling perhaps, are 
more profitable to him than letter 
writing. For such a man proper form 
paragraphs will cut the time required 
for dictation to the minimum, provided, 
of course, that the dictator knows first 
of all how to construct his form para- 
graphs and then how to use them. 
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SIEMENS BROTHERS & C9 L9 
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The System that 


ENSURES 
SALES 
SUCCESS 


The “ Addressall ” 
Indexograph is a 
combined record 
control and address- 
ing system that 
embodies the high- * 
est degree of effici- 
ency and accuracy of 
any process in the 
world of mechanical 
addressing. 


Facts... 


at a glance 
1 


The “SELDEX” System of visible record- 
ing produces the essential facts of your 
business quickly, surely and accurately. 


+ 
1 










ic will cut your costs—re- 
duce your stocks—speed- 
up your account-collecting 
—increase your sales. 


There is a "SEL- 
DEX" Equip- 
ment for every 
class of business. 





The unit is entirely one-piece, containing no metal 

and with both sides available for recording purposes. 
6 

Its uses are innumerable. For the small business as 


well as the large the Indexograph is indispensable. 
. Used in conjunction with one of the many types of 


@ Business houses of every description, in fast-increasing 
numbers, are adopting the ‘‘SELDEX” System—the most 
flexible of all visible recorders. You will find it an economy 
—an investment—to install it in your own business. 


VisiBLE Indexograph machines all classes of mailing matter 
can be carried out accurately, efficiently and without 


the need for skilled labour. 





MADE IN ENGLAND 


Please wr®e for Leaflet S.1. No obligation. 


ADDRESSALL INDEXOGRAPH 


Write for full particulars : 
INFALLIBLE CARD SELECTING Co. Ltd.» 
* “SELDEX” Works, Hazelwell Lane, 


Stirchley, BIRMINGHAM ADDRESSALL MACHINE COMPANY TELEPHONE 
Kings Norton 1618 
LONDON BRANCH: 24 Holborn, E.C. Tel.: Holborn 7391-5 266 High Holborn, LONDON, W.C.I HOL. 3571/2 
D 
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Kaye’ s ROTAPRINT Agency, Ltd. 


CECIL HOUSE, 57a HOLBORN VIADUCT, LONDON, E.C.1. 


CENTRAL 5655 (4 lines) 
Also at: BIRMINGHAM, 





On the desk of 
the Chief or 
other Execu- 
tive is a small 
box. On the 
desk of his 
Secretary or 
Receptionist, 
or in a conve- 
nient position in the Staff room, is an Indicator. The 
Chief, operating a switch on his Box, sets the 
Indicator. Should the Secretary or Receptionist wish 
to communicate with the Chief without interrupt- 
ing hig, by touching a button she can learn 
whether she may enter, or whether he is ‘‘Engaged” 
or “Out” without having moved from her place. 





CARTONIA 


MELBOURNE HOUSE, 
Telephone No. - - 


for full details, 


INDICATOR SYSTEMS 


L C SMITH & CORONA TYPEWRITERS LTD. 
ALDWYCH, W.C.2 


Temple Bar 2531 


Improves Quality... 
Cuts Costs.. 


our own staff—at a 
Printing fs as simple. 
as as 
routine office work ! * — 


OTAPRINT is the s kind on —* 
ting agp re of its 


Allied with your — force it 
is a great business der. It 
enables you to —— the en- 
deavours ced oe sales staff with 
—* poe opening and follow-up 

ers: 


Le 
tatement Forms 
internal forms and print of all kinds 
at very great reductions in cost. 
It accomplishes with ease all that 
other machines can do and much 
which is entirely outside their scope. 


It makes you money ! 

It is, in fact a proposition 
well worth investigating. Why 
not write or ‘phone for more 
particulars to-day, while it is 
in your min 


RISTOL, GLASGOW, LEEDS, MANCHESTER 
NEW CASTLE. ON-TYNE and SHEFFIELD 


BY ELIMINATING INTERRUPTIONS AND 
MINIMISING WASTE TIME, CARTONIA 
INDICATORS ARE SAVING AS MUCH AS A 
MONTH A YEAR FOR MANY BUSY FIRMS. 


The cost of the CARTONIA INDICATOR is 
surprisingly low. 


Maintenance Charges are Nil. 


Some prominent users :— Recorder Press, 
Polytechnic, Cow & Gate, Street’s, Foyle’s, 
Caslon’s, Rayon’s, National Building Society, ete: 


Send Postcard 


withoitt obliga- 
tion, to :— 





To-day’s Business Demands . . . 





ast year the British Industries Fair 

[vss held at a time when manufac- 

turers and business men were hoping 
that trading conditions were about to 
improve. 

This year these hopes have been 
realized; things. are better. 

As a Home and Empire collective 
selling effort the B.I.F. again attracted 
the year’s greatest gathering, in this 
country at any rate, of buyers from all 
over the world. It is significant, there- 
fore, to note that again, as at each 
successive Fair, increased space was 
devoted to the display of the ‘‘tools’’ of 
business. That is, apart altogether from 
consumable products, business equip- 
ment and services to make the manage- 
ment and control of all business routine 
easier, speedier, more accurate and at 
the same time less costly. 

Whatever their particular line of busi- 
ness, thousands of readers of this paper 
found a visit to the B.I.F. well worth 
the time and outlay if they did no more 
than examine the Business Equipment 
section alone. 

As a brief indication of what this 
widely comprehensive section had to 
show, we can mention the following :— 


T British Cash Register Co., Ltd., of 
Grange Rd., Willesden Green, London, 
N.W.10, showed a new type of British- 


i ic “pick-up” and delivery carrier is a type specially suitable for busy offices as it can 
noe tomate © PSP ye beta are placed on a despatching 
noiseless 
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ything from a singl 


To=-day’s Modern Equipment 


and Services 





They were there, at the British Industries Fair, the 


latest and best 


of those modern appliances, 


systems and services which the control of to-day’s 
business demands. 





made cash register which has the outstand- 
ing advantage claimed for it of being one- 
third lower in price than any cash register 
of like capacity on the market. This 
machine is also claimed to be much less 
complicated, mechanically, than any other 
machine of its type, a fact which makes 
it completely trouble-free. 

Another outstanding feature of this 
register is the greater ease of keyboard 
manipulation and the fact that the 
operator can read figures while the finger 
is actually on the key. In other words, 
the fingers do not cover up the key figures. 


* 

A new and inexpensive vertical filing 

cabinet, constructed by a famous firm 
of safe and fireproof office equipment 
engineers. With this exhibit were also 
complete ranges of fire resisting cabinets, 
clothes lockers, shelving, storage bins, etc. 
Milners Safe Co., Ltd., 12 Newgate St., 
London, E.C.1. 


* 
he need for accurate time-keeping 
throughout every department, th 


inside and out, of an organization is well 
known. A complete range of synchronous 
clocks for A.C. mains was therefore of 
great interest. In the Temco range it was 
seen that any number of clocks, in addi- 
tion to the master, could be included in a 
circuit, as also could several time recorders, 
automatic bell-ringers for work shift signals 
and so on. The Telephone Manufacturing 
Co., Ltd., Hollingswood Works, West Dul- 
wich, S.E.21. 


X 


va a! Faye 


Cisse 


s ‘A Eik 


e memo to a bundle of documents. 


A range of office pastes of every kind, 
together with writing and drawing 
inks, inks for rubber stamps, typewriter 
ribbons and all kinds of similar office 
necessities, formed a most interesting dis- 
lay on the stand of Henry O. Stevens, 
td., the famous ink manufacturers of 57 
Aldersgate St., London, E.C.1. 


x 

ew brands of stationery are known 

better than the famous “‘Butterfly’’ of 
Samuel Jones & Co., Ltd., Bridewell St., 
London, E.C.4. On this stand the busi- 
ness man was able to gather some idea of 
the enormously wide range of profitable 
uses to which well-designed adhesive labels 
and tape can be put. 


he latest steel tubular office furniture 

upholstered in any colour to choice and 
selling at an —— low price, was a 
feature of the stand of J. B. Brooks & Oo., 
Ltd., of Birmingham. Here also were cup- 
boards, shelving, storage bins, counters, 
lockers, etc., of the modern ‘‘Evertaut'’ 
steel brand. 

* 


n illustration of the largest board- 
making machine in the world, 50 feet 
high and 2,000 tons in weight, were among 
the exkibits which give an idea of the size 
of the Thames Board Mills, Ltd., Purficet, 
Essex. On this stand the business man 
who was concerned with any aspect of 
cking found the exhibits of absorbing 
interest, for there was everything from the 


(Continued on page 37.) ° 





tray which determines the destination, the operation thereafter is automatic, and 





“(\nly 4 weeks ago the Better Business Association was inaugurated. 
QO Since then more than 524 progressive business men have become 
members. They are now using, free of charge, the services of the 





: _ Advisory Bureau of the Association which, in this short time, has 






In almost every case when a new 
organization such as the Better Business 
Association is formed, it is regarded with 










© of business man still 
vical constraint. 

ease in membership is 
e enthusiasm of members 
who, impressed with the 
have received, have recom- 
he Association to their business 
For this help, we are appreciative 
hope that members will continue 










heir best for their own Association 
introducing it to their acquaintances 








fo w th e Advisor Bureau Operates 


s interesting at the end of this first 
four weeks’ operation to review the work- 
ing of the Advisory Bureau. When the 
inquiries are received they are immediately 
classified under the subjects to which they 
refer. Copies are then made and the 
originals are sent at once to the consulting 
_ expert who coverg the particular field to 
which they refer. 
Nothing is too much trouble in order to 
get the necessary information, and to get 
at quickly. Six bours after the inquiries 
= are received a, clerk goes through all the 
-< copies and follows: up the various con- 
-sultants who have been approached for the 
eplies: Reports from Advisory Bureau 
cperts are always made in duplicate. Thg 
original is dispatched at once to the mem- 
the copy attached to his inquiry 
ture reference. 



























-created for itself a reputation for the speed, authoritativeness, and 
-~ rellability of the business advice it gives. 
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Secnre. 


7 inquiries regarding collection letters 
and collection systems have been dealt. 
with. 

14 sales departments consulted the 
Bureau on sales organization problems. 

41 members wrote to the Bureau asking 
for the names and addresses of suppliers 
of various types of office appliances, 
machinery and commodities. 

5 retail members wrote asking for advice 
on their advertising problems, 

2 large manufacturing concerns asked 
for suggestions for staff pension and insur- 
ance schemes. 

1 business house required a complete 
scheme for converting their book-keeping 
trom an old system to a new mechanical 
accounting plan. 


Invitation to Members 

— a ea Nae rod l 

This page in Business is reserved ly 
for the use of the Better Business Associa. 













tion, and we cordially invite members. 
write to the Secretary on any point whi 
they would like to have publicly discus 
on this page. — 
We believe that by allowing part 
this page as a forum for airing member 
individual problems and viewpoints: 
business, a useful interchange of informa- 
tion and ideas will take place. Letter 
insertion must be brief and to the poin 





and it should be borne in mi 

Editor will not necessarily associate 
self with the views which s 
tions contain. = oe 









BUSINESS INQUIRY SECTION 
Can You Supply... ? 


- Dairy Machinery for the production of condensed 
milk ? 


+ 
» List of motor gar owners in the Manchester area? 


Warehouse, office’ or showroom 


ı accommodation in 
Manchester ? 


« Names of makers-up or packers of cotton goods ? 


ae WN H 


. Group Insurance or Pension Scheme for staff of 50? 


| Suppliers of the above hould v tite to:— 
‘The Secretary, B.B.A.,6,CarmeliteStreet, L 
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TYPEWRITERS 
FOR 
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POST THIS COUPON 


Oliver Typewriter Manfg. Co. Ltd. 
Victory Works, 80 Gloucester Road, 
‘Croydon. Phone? Thornton Heath 1301 


Please send full particulars of the 
Oliver Typewriters: a 


A revelation of typewriter — 

efficiency. Important new 

jeatures and developments: 

include — Ses 

New “velvet” touch : silent 
carriage return : new style ae 
compensating paper feed : 
increase of j-inch in corres- — 
pondence carriage writing 
line : chromium plated finish 


Many oiber new features and developments resulting 
in imosi efficiency, speed and ease of operation. 


MADE IN ENGLAND 


BAR-LOCK 
(1925) CO. 
NOTTINGH AM. 
ENGLAND 
“ — ie 
BAR-LET PORTABLE 
Telephone : Not, 75141/2 


For this modest wate you. tan ‘haves $ hidroughiy 
efficient clearspeaking interdeparinental telephone. 


Just as good: asthe Miosi: expensive: equipment, — 
Not mere toys, bata thoroughly ound engineering o | 
job made by one of the bacine “telephone cope Oon 
strnctors in the country--selely fer had “Valleys 0 
Ne power ig needed beyond a g-valt: fasielamp 
battery: fasting Te months, SAIE Senne nek 


Beautifully made in Black or Burr Obtainable from eadi: London 
Walnut Bakelite. The price of 25/6 and Provincial Stones and: 
includes a set of two telephones and 35 fest Radia. Dealees, 

of wire. Extra lengths of flex can he 
obtained at the following prices: §0 iE, f 
ro ft, 9/6 Write for leaflel. giving fal 
details and gme of nearest. stockist . for 


CHAD VALLEY CO. LTD. 
Telephones 1.8. Harborne, Birmingham 17 
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facturers are beginning to realise 
it the best work and maximum pro- 
ction are to be obtained only where 
ditions are best: These conditions 
created in a ground-floor factory 
S chen your competitive power 
mmeasurably by moving into an up- 
O-date manufacturing unit, built 
aply and quickly to suit your require- 









include well lighted, 
ed working area, 
pacious clear floors, 
ce of operations, no 
ion, low overheads, 
xtension, Rent or | 
emes arranged. Mort- 
ities provided. Consult the 


COMMERCIAL 
"STRUCTURES 

alist in the construction of 

und*Floor Factories 

: > Works : | 

NAL RD., N.I (Clerk. 9036) 











Se : Offices: 
CITY ROAD, E.C.1 (Clerk, 9227) 


se For the convenience of those manufacturers 
who desire immediate occupation, a num- 
- ber of newly erected factories are available, 
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location is the price of water, power ar 
-f light. Water rates vary from i 





“varying in floor space from 10,000 to | 


Be Guided by These 


Factors When You... 


SELECT a FACTORY SITE. 


By J. F. 


ore goods are being made in 
Britain. The foreign manu- 
facturer finds it difficult to cope 
with tariffs and the more vigorous and 
better organized efforts of our own 
producers. | | 
During the last few months the de- 
mand for sites for new factories and 


extensions has approached the dimen- 


sions of a small boom. Propaganda is 
being used by various industrial centres 
drawing attention to the advantages 
each has to offer, and the claims vary. 

Sites for new factories should be 


| chosen with full care, and only after 


close investigation, otherwise a certain 


WE | and cumulative excess of expenditure 
@ | may result. 


| The manufacturer who is 
proposing to i 
of all to link up his product with. his 
market, to consider the various ele- 
ments involved. l l A 


These Questions are of Primary 


Importance 
Will the site meet every need: is the 
neighbourhood economical; does it offer 
full transport facilities, both in and out; 


| is it advantageously located for supplies 


of raw material; has it a supply of 
labour within easy reach; is it near a 
potential market; does it offer induce- 
ment as a centre of cheap and quick 
distribution? 

Many of these questions are simply 
answered, some are not to be dismissed 
off-hand. 

Preliminary investigation must take 
into account the unavoidable overheads 
imposed by the district itself. Rates in 
industrial areas, for example, vary from 
g/- to 17/2 in the £. Ree it is not 
enough only to consider the Mtes per 
£: the basis of valuation must alse be 
taken into account. This can only be 
done by direct comparison of district 
district, and information can 
generally be obtained from the Town 
Clerk’s office. : : 


The next item leading to a choice of | 





j= per 1,000 gallons, and wa 


idustries. Som 


ing individual machines, and. el 


establish works needs first power becomes at once a necessity 


consumers. The figure should be 


fully scrutinized. 


questions of more ge 
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ing scale varying with use, and others _ 
at a flat rate. Gas shows a similar _ 













unevenness, In some pla 
as 4d. per therm, in ot 
neatly rod. Sot 
stantial discounts 
poses, oth el 
any such p 
charges. > 
tio “initial expe 
power, the charges for which shor 
treme contrasts. Light runs fron 
to 7d. per unit, but power move 
tween the figures of 4d. and 7d 
many industries, modern practic 
instal small independent motors o 
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thers it 1 





a large factor in production costs. 
quently, but not universally, con 
able. allowances are made to 


All these factors must be w igh 


before deciding on t Then 











the sit 


_ The first is geographical 
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dustry itself. Some trades are depen- _ 




























dent upon the peculiarities of certain _ : 
districts: the hardness or softness of 
the water supply, for example. In this 


case, there is little choice. 


Others are | 


confined to the vicinity of mineral de 


posits, 


In every case proper thought _ 


must be given to the availability of raw 
materials, and the factory placed where — 
the intake of prime commodities is re- 


duced to the minimum of handling and a 


transport costs. _ 


Advantage of Locating in Suburban 


Areas , 


The present. tendency in many ing 
dustries is to establish factories outside _ 
the large centres. The Printing trade, 


for example, is moving outwards, so 
cutting overheads and basic ‘charges. 


trade is also suburban 


ight engineering, ai 
























peint in — with the — te 


tory site which must be given considera- 
tion. The choice should be made where 
sufficient additional land for subsequent 
expansion can be economically secured. 

The site, however, should not be too 
far from a large centre of population, 
even though ‘transport facilities are 
good. For one thing there is a certain 
publicity value in the nearby site: 
people in the city know of it. There 
is a potential market close at hand 
which can be catered for at relatively 
low cost, and whose demands will help 
in the averaging of total distribution 
costs. 


A New Type of “Standard” 
_ Factory 
With regard to the factory building 
itself, some manufacturers prefer to 
heek an existing building and to adapt 
it, to their own use. Others prefer to 
build specially, and so make sure of 
having, from the outset, everything 


= pert and standadized as suitable to 
meet go per cent of business needs. 
-Such a factory, being a standard 
product, can be quickly erected, unit 





by unit, on any site. It is complete 


with lavatories, central heating, gas 
and electric connections, and can be 
made any size, large or small. A 


general view of the layout of such a 
standard factory is given in the illustra- 
tion. 

Not the least attractive thing about 
this type of building is its low cost. 
But even here, if a business man needs 
such a factory but does not wish to 
buy it, he can rent or rent-purchase 
one. 


Get the Right Kind of 
Labour 

Whatever the final choice of the site 
of the factory a plentiful supply of 
labour of the right kind must be avail- 
able. Of unskilled or routine workers 
there are generally plenty. But the 
question of skilled and technical workers 
must be carefully considered. 





Here is a modern “standard” factory of ready-made units available to be 


erected on any site at low cost and in quick time. 


It is all-steel framed, 


has concrete floor, glazed roof, central heating (offices and works by 
independent boilers), complete lavatories and« all gas and/or electric con- 
nections. This type of factory can be bought outright or rent-purchased 


suited to their needs in the best possible 
way. 

There is a lot to be said for this latter 
method, for one of the prime factors in 
the keeping down of costs is to have 
the factory itself and everything cen- 
cerned with production planned out to 
the highest degree, not only of effici- 
ency, but also of fitness for the job in 
hand, — 

-For manufacturers wishing to erect 
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No two manufacturers’ problems in 
regard to this point are the same. But 
the matt@r is included here as one of 
the factors which must be given thought 
as careful as that devoted to supplies 
of other necessaries such as coal, water, 
electricity, raw materials, and $0 on. 

The question of adequate supplies of 
proper labour is, in fact, the most im- 
portant single item which has to be 
considered. Too much stress cannot 
be laid on: the fact that the fullest 
careful re must be 
ł new site 

















at £6.6.0 — 


Carriage Free England and Wales. ‘Scola á ; 
and Ireland sjo extra, coo $ 


HERE is the most extraordix 


of figured c oa k—~stout legs, 
2 extensions, auto locks, ete. 
is 54in.x30in. Ordinarily 

— net — made s at ae 


T — are — 
trous finish that 


or deale of various e oak. etc., 
in this huge purchase (eg. 4 
typists’ desks offered at 39 — 
Pencil your address across 






manay RAL e satisfied. 
ACT MOW 


— wg Beh cat — 
F Cabinets ai 70/: . 


Here is a chance to grasp. —— 
We bave bought lor cash —— 
a stock of REAL OAK 
Rol Curtain. Cabinets, |. 
each with g sliding trays 
xram Lethe se o o 
cures al @ trays. ladei o 
for Ofte, and much used 
for music, records, ett. oo) 
(Mahog: finish ® G extra) 9 | 
Sent on T days’ trial to 
any Approved customer io — 
U.K. Order now! Oar 

tiage Free. ae 
State Light or Dark Polish: 


e Send for Sale List of Office Desks, 
Chairs, Filing Cabinets, etc. 


OSDA 55-57, Old Bailey 
London, E.C.4 Ring, Ciy 3313 
Also: 16 “St. Mary's Parsonage, MA — 


risk nothing, 
















; ;; — Industry, Accountancy, Secretory; hip, 
oe — Public. Services, Banking, Insurance and 


Civil Service. 


if you will make an 
effort, by training at 
home in your spare fime 
fo qualify for a response 
= Hble position, The Schoo! 
ef Accountancy will 
stand by you until you 
succeed. 
Principal J. D. C. Mackay. 








BRITAIN'S GREAT HIGHWAY 
_ TO SUCCESSFUL CAREERS 


Not just a few, but literally thousands 
of School of Accountancy students have 
_ risen from the ranks to important, well- 
paid positions in Commerce, Industry, 
anking, Insurance and Public Services 
at salaries ranging from £350 to {2,000 
They have achieved their suc- 
as.a definite and direct result of 
pam Postal — 





















oad in. the Guide: Advice from 
ers. ‘How office men and 





its, Company Secretaries, Cost 
..... Accountants, Office Man- 
nma agers, Auditors, Cashiers, 
ye | etc. How technical men 
‘| can qualify as Commercial 
pand Works Managers. How 
„salesmen can climb to man- 
| agement positions. Courses 
for Youths and Young 
Ladies. Students’ Success 
Reports certified by a Char- 
tered Accountant. Opinions 
of eminent University Lec- 
ene turers on The School's ser- 
| vice. -Tutorial Staff and Methods of 
training. The School's incomparable 
< record of successes in the Accountancy, 
Secretarial, Banking, Insurance, Matricu- 
-~ lation and Commercial Examinations. 
-—— How the Principas advice on the problem 
of your creer can be obtained free. 


ave: SERVICE CAREERS. Inspector of Taxes, 
Customs ‘and Exise, Executive Class, Clerical Class, 
Post Office, Writing ‘Assistants, Typists, etc, Age 
Glee. 143 to 24. Ask for separate free Civil Service 


: — e 
| Shell House 


e to appointments such as | 
sata from the furnace and cooled quickly by 


become 


| cabinet, 





Furnace Heat 


he claims made by the manufacturers 

of safe cabinets, or fire-resisting cabi- 

nets are seldom appreciated by poten- 
tial users at their true value. We recently 
witnessed a remarkable test made by 
Library Bureau, Ltd., manufacturers of 
the Safe-Cabinets, before a company of 
customers, prospective customers, and 
Pressmen. 

The Sate was filled with a conglomer- 
ation of papers, together with a number 
of Treasury notes. It was then locked, 
placed in a furnace and left there for three 
hours in intense heat. Every five minutes 
readings of the temperatures at the front, 
side, back and base of the exterior of the 
cabinet were taken by means of electrical 
thermometers, as well as the ternperatures 
of the upper, centre, and lower sections 
of the interior. 


2080 Degrees 
But Contents Intact 


It is not possible to reproduce the whole 
of these readings, but the following fig- 
ures will show the state of affairs through- 
out the test: 

At the end of 5 minutes, the readings 
were respectively 1080, 825, 260, 350, 37, 
35, 34, degrees Farenheit. 

At the end of 60 minutes, 1840, 1750, 
roo, 1700, 210, 176, 88. 

At the end of 120 minutes, 1085, 1960, 
1955. 1575, 220, 213, 213. 

At the end of 170 minutes, 2045, 2030, 
2080, 2115, 238, 214, 216. | 


ôö— H fal ter itl a — 


After three hours the safe was removed 


means of a hose. During this rapid cool- 
ing the outer casing of steel came away, 
leaving the body of the safe surrounded 
by the insulation material. 

When the safe was opened the papers 
were found to be intact, except for a slight 
discoloration from the enamel on the inner 
surface of the walls. 

Spectacular tests such as this are invalu- 
able, for in no fire is it conceivable that a 
temperature as high as that reached in 
the furnace can be maintained for any 
length of time. 

While the temperature of the outside of 
the safe rose rapidly, that of the interior 
rose very slowly, and took a whole hour 
to rise from 211 degrees to 220 degrees. 
At the peak it was seldom more than 
one-tenth of the temperature of the ex- 
terior. The danger temperature as far as 
paper is concerned is 300 degrees, for at 
this temperature dehydrate of paper is 
practically complete, and it commences to 
brittle and clear. “When the 
temperature has risen another fidty degrees 
any writing on the paper is indecipher- 
able, and shortly afterwards it crumbles 
into ash, 


Hence, it follows that it is practically 


‘| impossible for paper to reach such a dan- 


gerous temperature in a fire when it is 


Stored in a Safe-Cabinet. 
| Another interesting point which came. 
| out, was that specially important papers. 
of the | 
for the temperature there is | 7 
: ais ——— lee slightly ` dower than that: DE the 


are best stored at the bottom 


other. parts. 


preserve against 











ever you live, in your spare. time, and without- 
meter with 
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REAL PHOTO | 
POSTCARDS 


Reproduced from any Photograph, Drawing 
or Sketch 
Photo Business Cards - 250 ~ 3} x24... fje 
All styles and sizes of Photo Printing quoted 
for. Send for Bookles “Real Photographs. 
for all Trades”, Trade Enquiries Solicited; 


B. MARSHALL —— — all 

NOTTINGHAM ; 
LONDON OFFICE: EXCEL HOUSE i 
WHITCOMB ST.=- Phone: Whitehall 2606 |] 




















STATIONERY BUYER 


for general office use 
remember that the large: 
sizes are most economica 





40 or ` 
; 4 Gall. 2/6 


20 oz. 2/9; 30 ox. 3/6; 
į Gall. 7/- 


J AOOO 


SOT — 
i fe we 


“Toads, factories, 
courts, In various heights from Sit, Bin, mesh at 

10/9 per 25 yd. roli, without posts, 14 gauge. Other sizes 

and meshes on application. Send for List CL. 109. 


PARKER, WINDER & ACHURCH, Ltd. 
Fencing Contractors, 105, Broad St.. BIRMINGHAM... 
London; 8.Gi.Martierd’ St., W.1. Manchester, Coventry 


EMPIRE “i FENCE 


LINK 
a job 
worth having 


In the advertising business 200,000,000. are 
spent eve ry year in Britain alone. Capable, 
well-trained men aad women fill really enviable- 
positions. The work is interesting; salaries 
high; and merit. brings its own reward prob- 
ably more quickly than in any other profession. 
If you aim at something above the common- 
place, we can put your feet on the path toe- 
wards this success: You can take. the British 

College of Advertising Course at home, where- 















‘your present enmployment. Bae 
Call, or write, | for full particulars: ci, 

















Another a map raat « “iin an 


or. a. floor collapses 
e to a lower story, 
thas the same effect. 

me. TO demonstra : the resistance to fall and 
impact in a fire the Safety-Cabinet is 
_ placed in the furnace again and left there 
_ for one hour, after which it is with- 
drawn and ‘dropped from a height of 
ten feet on to a concrete slab. A really 
_. sale safe cabinet will not break open. Tt 
is then returned to the furnace for another 
hour, and examined as in the first test. 
The essence of the cabinet is the in- 
_ sulating: material. It is not enough for 
_ documents to be stored in a steel case, 
_ for, though steel does not burn, it trans- 
_ mits heat, and allows those papers which 
| it should protect to be destroyed. The 
nsulating material of the make of safes 
we Saw tested is a secret composition, but 
we can say that the less evaporable mois- 
p ture there is in it the better it will serve 

| for, when the moisture evaporates, the safe 
abinet is no longer safe. In the remark- 
bly successfal tests which we witnessed, 
he content of evaporable moisture was 
uaranteed to be less than one per cent. 
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_ WHAT I GET 
OUT OF “BUSINESS” 


(Continued from page 22) 











* pany, for I am sure, after reading it, 
=: that I could run that stockroom without 


a hitch. That is what is necessary in | 


all your articles—to be able to use them 
= as practical guides and handbooks. 

~ The next article on lighting was of 
- real interest to me, for it concerns indir- 
-© ectly the science of optics on which my 
| business is founded. I am sure the firm 






o find out something 
ghting problems and 


: ther xpansion. It lies just 
over the boundary of the area which 
we serve at present. 

Then came a few short-cut ideas. 
I always read these carefully, for, 
stripped of their trimmings, they are 
often applicable to the business. 

The next article on office equipment 
was of interest, though not of imme- 
diate use. Our office is due for over- 
haul at the end of this financial year, 
and the article was placed on file until 
then. 





An Th iå i hen came 
ese ideas hort- 
Are Usable |_| more shor 


ARONA RHA HAIN AIEEE 


chiefly for 
office uge. I read these carefully and 
= passed them on to the office staff for 
— comment and — examination. 

















cut ideas, 


as a shogt description | 
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Made in England 


It costs you nothing .. 
What is the exact state of yout stock Ut — be diffeult to. p 
to-day? ? Which sales areas show an business ef national or interna 
increase over last month? j repute that is not a user of K 
your most profitable item in each line? to-day. Kardex has helped 
These are facts vital to the efficient great firms--it is waiting $o: 
running of your business. you. We have made a specia 
Kardex Visible Record Systems let of your record requirements. K 
you see these facts in a flash. They Visible Record Systems from 
keep. them up-to-date from day: today. shillings. : 


to find out : how 















COUPON 
| KARDEX, 1 Leadenhall Street, London, £.C.3 
| C) Purchase & Stock Control, 0] Hire Purchase A 
O Sales & Order Records. ci Credit Control, 


Please send me the’ Bulletin markedwith a cross. 
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Increased Handling ing Efficier n cy | 
BY USING THESE 


Easel of loading, moving and unloading o _ 
heavy paper reels, barrels, ete. : 
Can be pivoted—turned in their own lengte 
with load on. a 
Capgcity 24 fo 3 tons, according fo type. Oo 
Now universally adopted and used. < oo oo 








| Low wheel type 





° Test them and you will at once recognise | ne 
Size No. 2. their capabilities and advantages. . 


Full — and prices 0 on uari z: 







n innovation, and | 
i minute whether af 









< {| IE seems to me that Business is a 

| magazine with a unique appeal to pusi- 
ness men, and that this section of it 
should be more thoroughly done though, — 









o TELEPHONES 
foo INTERCOMMUNICATING—AUTOMATIC— 
-~ LOUD-SPEAKING—The Di h Tele- 
ee “ the $§ enables you—as Principal- 


oe merest flick of a key—to 
~ 1 Get ‘through instantly 





































SUB-STATION 


Hear their replies aloud 
through a loudspeaker as 
distinctly as if they were 
` standing at your side. If 
you wish your replies to 
be for your own ear only, 
an earpiece is provided. 





to any departmental 
“member of your organiz- 
ation, without turning a 
dial, calling Exchange, 
holding an earpiece, or 

speaking into an unsanit- 

ary mouthpiece. 

Talk naturally to him, 
without raising your voice 
- and without moving from 
= your seat or even from 
_.. your usual attitude. 

Hold aconference 

tween several of your 


Retain both hands free 
to write or hold papers 
whilst you talk, or even 
walk about the room or 
dictate your letters. 

Secure right of way 
in a polite manner over 


other conversations 
i between G depart- 
*“‘leader- ments. 


Can you afford to be with- 
out such conveniences in 
your business? It will cost 
you nothing to find out. 
We give free demonstrations 
in your own premises with- 
out charge or obligation. 























—— STATION 


vieroẽ RAPH TELEPHONES Ltd. 
London Office and New Showrooms: 

Abbey House, Westminster, S.W. I 
Telephone: Victoria 5714 (3 lines) 

Head Office and Works: CROYDON, SURREY 


 anancnes LONDON, MANCHESTER, BIRMINGHAM, a DUSTIN, 
; BELFAST, LEEDS, — NEWCASTLE, CORK, 








THE TIME Has CoME 


“THE WALRUS SAID (apologies —— 


to talk of many things, amongst which the problem of 
- time recording is most vital. Present conditions demand 


| Installing the fanfbus G.B. System—a timely remedy for 
cutting out unproductive minutes. $ 
INVESTIGATE NOW-SEND]| FOR DETAILS 






| a = 38 5 Empire V Works 








on the books mentioned, and 1 think | 
opinions would be appreciated. With 





their. letters. eee —— to 


| — that only the big office ca 


the newest equipment—if time is money, save both by | 


GLEDHILL-BROOK TIME RECORDERS E LTD. | 





perhaps, it should not be given any — 
more space. No opinions were expressed — 






due humility I suggest that only two | 
or three of the best books each month 
be taken and reviewed thoroughly and 2 
concisely. 7 
Finishing this letter on a note which 
is slightly less high is perhaps not quite | 
fair, but every sun has spots on it, and | 
Business is no exception. Business| 
is a. magazine which should not be : 
bound and kept, but cut up, put into : 
files and used. 
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THE SMALL OFFICE 
_ GOES MODERN — 


(Continued ; from page 2 5) 








Our object, of course, will 
encourage executives, by thus 


and appliances cal 
: peed up and improve work 
mall office as it can the larg 





fully employ mechanization is: 
pletely exploded. 


THIS WELFARE POLICY 
(Continued from page 21) } 


had both taken regular lunches, were 
members of evening classes and several 
of the social clubs, also that both were 
on the same job. The welfare officer 
investigated this, and found that it was 
a very monotonotis mechanical occupa- 
tion, which was apparently deadening 
in its effect. The upshot of this was 
a conference between the works. man- 
ager, welfare officer and managing dir- 
ector, with the object of removing the 
monotony of the job and at the same 
time increasing the efficiency of the 
workers concerned. For, unless the effi- 
ciency of the workers is maintained at 
the highest possible standard, then wel- 
fare work, apart from its humanitarian 
value, is of no real worth to the manu- 
facturer. 7 
This conference found that in this 
case radical alterations would be neces- 
10 change the state of affairs. 






























st be taken that: — 
| aspect of wel- | 

fare work ia. yn value, the direct | 
value to the manufacturer is very defi- 

nite, for the knowledge among the 
workers that their employers are doing | | 
something more than consider them as | 

working units has a definitely benefi- 
cent influence which shows itself both 
in | work and in personal character. 


‘ 
— EXHIBITS 


at the 
~ B.LF. 


(Continued from page 29) 


small folding. carton to the well-known 
|‘Fiberite’’ packing-cases which protect 
goods à in transit to all parts of the world. 


* 


very fine piece of equipment was the 
FN. four-bank Portable British-made T 
writer exhibited by the Imperial Typewriter 
Jo., Lid., Leicester. Incidentally, this was 
the only standard four-bank Portable 
el made throughout in Britain. The 
dard models of this company embodied 
principle of interchangeability of type 
unit, carriage and platen. The chromium- 
-plated parts of this machine made it a very 
` attractive model. 

| * 


o business man could fail to be inter- 
-ip ‘the stand of the Tan Sad | p 
Avery House, Clerkenwell | * 
Much has been written in 
it the manner in which 
7 everybody, from. the 
op executive, can increase 
rk by reducing fatigue. 
is stand demonstrated 
â this actor operated and quali- 
ed experts were there to explain every 
“detail of the most important subject of 
“eorrect seating. This advisory service is 
F at every business man’s disposal. 
Te may seem to be a very utilitarian 
= 4 product, but some idea of the very wide 
cand attractive ranges in which this 
material can- be manufactured and the 
extraordinarily diverse uses in which it 
can. be put in almost every department of 
‘a business was well demonstrated on the 
stand of P. P. Payne & Sons, Ltd., Haydn 
Rd., Nottingham. 
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costs can be euterially Seldon a 
efficiency greatly increased by the use 
of Lamson Equipment. 


























For ail purp poses, 
a machine part. 


Designed for — + of matic or 
parts from one process to anoth 
Suitable for both small and large pes 





Full informaiton: on aay ol deae areis oan he ottai 
from a series of BOOMER which wil be otek 16 2Y FEM ; 
are interested, on application on ther business il 

or phone Nat. 0203. 





eabank chairs are well-known to many 
business men, but this well-known 
make was exhibited for the first time at 
the B. IF. this year. These chairs are of 
British design and manufacture, and are 
‘constructed along scientific lines which are 
-the. outcome of the most careful study. 
- Leabank Manufacturing Co., Ltd., Hoddes- 
“don, Herts... 
: * 


Gee closing, coin-exhibiting and multiple- 
ow? drawer check tills, receipt-issuing and | 
_ total-adding cash registers were among the zeroised by the proprietor or person in 
exhibits on the stand of G. H. Gledhill! charge of the total key. 
. & Sons, dtd., Halifax. The ‘‘Monarch” * F l 
an Teper manufactured by Gledhills : A range oF: standard lines admirably 
r trodt th oe tited f advertising. mementoes orj 
embodied in. a: Bab 


Lamson Pneumatic Tube Co. Ltd. 
132, CHEAPSIDE, LONDON, E.C.2 _ 
j NATIONAL 0202 











-PRICE TICKETS 
gTC. 
THE 


PRINTING OUTFITS 


These. Outfits meet the 
increasing demand for a 


a | simple and efficient appar- 


atus by which the merest 
| novige is able to produce 
|| the most ARTISTIC WORK 

with real ECONOMY! 


B.I.F. STAND, B.100 


anaiarengana nannan niaaa annman a nyni at mna 


Write for illustrated Catalogue 





The “ECONASIGN?” Co. Ltd. 
O Dept. B 
92 Victoria Street 
London S.W.I° 





` VICTORIA 5662 





machine 
= for the first 


models. 










ew busi 
the 19, 


differs in appi 


more accurate and it — at variatile 
speeds to suit all types of reproduction from 
40 to 80 copies a minute. Two new foolscap 
models were also shown. D. Gestetner, 
Ltd., Aldwych House, London, W.C.2 


æ 
A' the Olympia section of the Fair 
G. A. Harvey & Co., Lid, (London), 
Greenwich Metal Works, 5.E.7, showed a 
range of attractive steel office equipment 
comprising filing cabinets, cupboards, 
tables, lockers, shelving, etc. 


* 


A” models of the famous “‘Platignum”’ 
Fountain Pens were shown by the 
Mentmore Manufacturing Co., Ltd., Tudor 
Grove, London, E.g. 


x 

A unique, loose-leaf book, the ‘‘Moore- 
speed’, for use with any make of 
accounting machine was one of the very 
— and widely applicable displays on 
the stand of Moore's Modern Methods, Ltd., 
13 St. Bride Street, London, E.C.4. This 
firm also showed the ‘‘Nimblex’’ “visible” 


lnose-leaf book, a record book offering the f 


advantage of displaying 25 records or 
accounts at each opening, a fact which 
greatly speeds up reference or postings. 
Loose-leat books of all kinds, ‘‘flat-lie’’ 
index sheets giving a flat writing surface 
and an automatic device for inserting in 
an existing tier. 


G reat interest centred round the new 
Bar-Let portable typewriter, a British 
machine by the Bar-Lock (1925) Co., of 
Nottingham. Greatly increased sales of 
this new machine had enabled the manu- 
facturers to reduce its price from eight to 
seven guineas, including travelling-case. 
The crewds of business men and women 
round this little, up-to-the-minute machine 
at the new price clearly indicated its popu- 
larity. Bar-Lock also showed their stand- 
ard model all-British Typewriters, and a 
fine range of desks, shelving, lockers and 
other office furniture. 


* 


he display of Cope-Chat (The Copeland 

Chatterson Co., Lid., Exchange House, 
Old Change, London, E.C.4) accounting 
systems and equipment revealed to what 
high efficiency these business aids have 
been raised. The Vertical Visible File, on 
easy-running castors, the Ledger Posting 
Tray and Trolley and applied appliances, 
all-in fire: -resisting steel, saved at least one 
hour's work per operator per day since no 
pre-sorting of accounts at the beginning of 
the day was necessary. Every account 

was constantly under the hands of the 
operator at all times. This firm also dis- 
played their well-known ére-resisting safes 
and sale cabinets, 

* + 


n the stand of Hazell, Watstn & Viney, 

Ltd., 52 Long Acre, London, W.C.2, 
in addition to their own noted products 
of printing, were, of course, the well- 
known Letts Quickref Diaries and the pro- 
ducts of Andersons (Edinburgh), Ltd, This 
stand displayed one of the widest ranges 


of stationery and office accessories in the |} 
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CLEARANCE 


MARCHANT | 


‘MASTER OF MATHEMATICS” 


CALCULATING MACHINES — 


The 100% electric saleulator that is indispensable 
to avery business office Every operation is pere 

formed electrically and automatically, obviating 
the need for trained operators... — 7 


The Marchant will speed up. your clerical works 
reduce your costs and eliminate expensive: mistakes. 
Guaranteed in every respect for one yea A demon. 
stration and trial wil! cost you nothin . 
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L © SMITH and CORONA TYPEWRITERS: LTD. 
Melbourne House, Aldwych, | 
TELEPHONE : 





The unique green blotting with 
a big price saving 
17$ x 224 
+ Ream 6/6, $ Ream 12/-, 1 Ream 23/- 
Carriage Paid 


Send for Samples TO-DAY 
IT WILL PAY YOU 


“ whole of the Business Equipment: section cs 


the Fair. 


product recently advertised widely in- 
Press. —— on "paar 40) 


Notable in the display was |] 
— new Relief-Nib Fountain Pens, the new 


























ee ciples and Practice of Marketing, 
by R. Simmat, ‘M.A. (Pitmans, 12s. 6d.). 
It is accepted that the same basic prin- 
ciples of marketing are involved, no matter 
what product is being handleda motor- 
“Cary, a cigarette, a tablet of soap, or a 
sewing machine. 
Mr. Simmat's ‘book: defines these prin- 
ciples clearly, and shows exactly how they 
can be successfully. applied to all types of 
branded and unbranded goods. The book 
covers the entire process of distribution 
rom the. manufacturer to the consumer in 
so far as this process is related to the in- 
fencing of sales, and explains precisely 
how to sell to the largest number of con- 
sumers in the most economic way. 
; * The author is a man with the whole sub- 
—— ject at his finger-tips. His experience as 
=a marketing specialist is international in 
“nature, and he gives you in this volume 
he full benefit of this experience, the 
ime-tested plans: that have been per- 
ected in actual use, and many practical 
ints and suggestions for selling more 
oods, increasing turnover and raising 
rofits. 
Whether you are a manufacturer, sales- 
“Manager, or advertising practitioner, you 
are sure to find this book of instantly 
usable plans, ideas and suggestions of the 
greatest material benefit in your work. 




























Eeonomie Salvation, by Claud P. G. 

Jacob (Thornton, Butterworth, Ltd., 5s.). 
~ In this book the author examines our 
_ monetary system and sets forth in the 
plainest language how money is created 
-and circulated, and the influence it has 
in buildin up. the wealth and prosperity 
of individual as well as of the nation. 
It explains how money works, the effects 
produced by it and points to an inherent 
Sere in the — which “the author 










- unemployment, taxation, 
— as many of the other 


: tive: proposa embodying a Monetary Sys- 
tem containing: the essential principles to 
provide a stable system of exchange cap- 
< able of employing all available labour, plus 
machinery, in order that national and indi- 
vidual debts may be liquidated, taxation 
reduced and prosperity restored to every 
Class of the community. 
: The bold assertion is also made that 
<<. these objectives can be achieved by the 
reorganization of our internal social sys- 
tem and is not dependent on any other 
nation. 


Rapid Calculations, by A. H. Russell, 

B.A. (Gregg Publishing Co., 2s. 6d.). 
Arithmetic, that humdrum, ordinary 
but exceedingly useful subject, is very 
often skipped by the student because it 
is so uninteresting. When, therefore, he 
“os enters commercial life it is rarely that he 
can make rapid calculations—for instance, 
_ the cost per Ib. of goods sold at 37/6 per 
fon This little book is offered as the ex- 
: who has successfully taught 
uld prove an invalu- 
shopkeeper but 
vith figures in any 










Modern Shopfront Construction, by 
Trevor Perry (Technical Press, Ltd., 5/-). 

Although the art of shopfront design is 
a specialized branch of the building trade, 
every business man who contemplates 
changing the design of his shopfront should 
know something of the procedure adopted. 
The object of this book is to place before 
readers, in a plain, simple and intelligible 
manner, a full description of the treatment 
of design and construction, from the pre- 
liminary survey to the completion of the 
work. The book also contains actual 
examples of work executed. 


How to Get the Five Goodwills, by 
Herbert N. Casson (Efficiency Magazine, 
58.). 

Mr. Casson maintains that there are five 
goodwills which the ambitious business 
man should strive to create. They are: 
the goodwill of employees, bankers, in- 
vestors, the public and, for the manufac- 
turer, the goodwill of the retailer. In 
other words, the business man should con- 
centrate on “Selling the Company” as well 
as its services or products to all, and not 
only to customers. Mr. Casson sets out 
in his book a number of practical sug- 
gestions as to how this can be done. 


Coal in the New Era, by Ivor Thomas 
(Putnam, §s.}. 

Mr. Thomas, who has the assistance: of 
the highest experts in fuel research, traces 
the romance of the formation of coal from 
the carboniferous vegetation hundreds. of 
millions of years ago, shows how Britain 
built up her great coal industry, and then 
applies himself to a consideration of its 
present unhappy plight. 

In the application of science he sees the 
real salvation of the industry. He main- 
tains that Great Britain should always 
attempt to use her native coal in. prefer- 
ence to foreign fuels, and that in future 
coal should be regarded less as a fuel for 
immediate consumption, and more as a 
raw material for other products. He shews 
how oil and motor spirit can be produced 
from coal, and how motor vehicles can be 
run on coal-gas. He traces the diverse 
products made from coal-tar, and shows 
how science is improving the lot of the 
miner. 

Finally, he pleads for a coal industry 
unified under tational control, and pictures 
the industry as he expects to see it in 1959. 
This book is particularly timely in view of 
the Government Bill for a preference for 
oil produced from native sources. i 


How to Sell More to Customers, by 
Herbert Dennett (Efficiency Magazine, rs). 


Friendship, by Herbert N. Casson (Effi- 
ciency Magazine, 58.). 


An Outline of Advertising, by George 
Burten Hotchkiss, M.A. (MacMillan & Co., 
Ltd., 158.). 


Brasstacks, by Geo. S 
& Watson, 58.). 


The Magic of Enthusiasm, by Herbert N. 
Casson (Efficiency Magazine, 3s. 6d.). | 

Mr. Casson tells ‘us how staff enthusiasm 
can be created and encouraged in these 
difficult times, oe much we — * 
thusiasm as 
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Works ani Produchon Manager 


Tus important and essential book: makes 
perfectly clear the principles of foremanship — 
and management, and tells how to apply 
them: It provides. a complete course of — 
training in the subjects and qualities that 
are necessary for the thousands of execulive < 
posts industry offers. For the technical 
man and the student wishing to break 
into the technical field this’ volume. is 


£ th test tical: Za 
of tne metat pata 7G nol 


seer ar. PITMAN 
Parker Street Kingeway : 
London, W. = 4 
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Order from a book- 
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will copy invoice, order forn 
costs and balance sheets, m 
and agenda, etc, ete 
clearly and efficiently. This modern 
adaptation of the gelatine process Fe 
gives you 100. copies from one 
original in a few minutes. Five 
colours at one operation without. 

stencil or — 


* SEND FOR DETAILS 





WALLACE CLARK &, COMPANY 


CONSULTING MANAGEMENT ENGINEERS 


Installation of Works 
Management Methods 


PLANNING 
STORES CONTROL 
COSTKEEPING 
BUDGETING * 













European | Head Office : — 
25 AVE. VICTOR-EMMANUEL m PA 
> EB ochure On request a 



























stic, GUELPH Casks are 

and several styles. You 
four products will arrive 
if you pack them in 
sk for a quotation. 


, Millwall, London, E.14 
tstown, Quebec, Canada 


- TJ USINESS houses are eliminating urm- 
- Bd pleasant wage disputes by employing 
o -LANCASTER’S NEW PAY 
O WALLETS -the really efficient pay 
envelope. Employees can check their 
 money——-even handle their notes, without 
extraction and without tearing the wallet. 
_ In case of a mig-count, wages can be easily 
<- checked without opening, the sealing being 
absolutely secure and. permitting of wages 
_ being made up and sent any distance with- 
 ¥et LANCASTER pay wallets are with 
practice speedier than the ordinary trans- 
pee envelope because notes need not 
pe folded oes | 

(0 8 Free sample Wallets 

oeoo and Prices on request. 


LANCASTER BROS. & CO. 
Cash Bag and Envelope Specialists 
Shadwell Street == 
Birmingham 4 + 










IT work signals 












3 a system of “‘Tangent 
staif locators for immediately 
principal or 





urgent business. 


* 


he famous Waterman Pen Exhibits 


were, of course, on the stand of L. G. 
Sloan, Ltd., Kingsway, Londen, W.C. 
Here were several new lines, a new com- 
panion set of fountain pen, pencil and case 
of ink to match, at the attractive price 
of 30/-. There was also a new snap-spring 
case for a Waterman pen and pencil. New 
packs for inks were also shown, with a fine 
range of desk sets and of Mordan’s Ever- 
point pencils. 

* 


Chad Valley Go., Ltd., Harborne, 
Birmingham, is, of course, best known 
for its unique toys and games. One item 
of particular interest to business men, 
however, was the Chad Valley House Tele- 
phone, an absolutely capable instrument 
of the most modern type for the extra- 
ordinarily low price of 25/6. Exactly 


resembling in appearance and quality the] _ ee 


HRD 







angea” | 
, finding a 
member of staif who is 
urgently required for trunk call or other 







Record-Keeping Time 
By means of the “Robin” Looseleaf _ 
Book System you can keep all kinds £ 
of business records quickly and econo- ‘ 
mically. One glance at the index and | 
you turn immediately to the page , 
required. : Sees i 
“Dead” records can be extracted: and | 
new leaves inserted in a fraction ofa. 
May we send you a “Robin” Boi 

_ on approval ? 
“Ro in’ Looseleaf Book with A-Z index 3 















high grade standard phone instrament, but foes seven 
working off a flash-lamp battery with com- | Sem: 


plete efficiency, this appliance for the fac- f 
tory, office or the home was something 


that no business man could pass by. 


* 


Ge to be the largest exhibit in the | al Gato ui 
Paper and Stationery Section was | gg 


that of John Dickinson & Co., Lid., of | 


Hemel Hempstead, Herts. Of particular 
interest here was the new ‘'Photoprint’’ 
process of advertising on envelopes. 


* 


machines were those of the “Crown” 
brand shown by Frank Pitchford & Co., 


Ltd., Well House, Well Street, London, . 


E_C.1. Here also were the Crown? Pen- 
cil Sharpeners, the ‘Lightning’ Stamp 


Affixers, and “Velos” Letter Openers. The | 


two latter appliances extremely important 


aids to speedy and accurate work in the | ji. 
mail room. There was also an attractive [.{f 


stands, 


range of roller dampers, ink 
+? 
3 


blotters and erasers, the latter a new 
in r°’ idea particularly for typists, 


* 
T famous electric firm of Ferranti, Lid., 
Hollinwood, Lancs, showed a fine range 
of all-mains clocks of the type being more 
and more widely adopted by business houses. 
Another notable exhibit here were the 
electric fires, claimed to radiate more heat 
for the amount of current consumed than 
any other fires of their type available. 
Here. also, was a 14 gallon automatic 
electric water heater for office and other 
wash-basins. s 
x 


a 

r of advertising novelties, fougd an 
interesting display on the stand of 
Calendox, Ltd., 91 Petty France, London, 
S.W.. The Perpetual. Date Cancelling 


Calendar; rocker- type blotters; phone | 
indexes; non-skid desk pads, etc., were} 


among the range. 


|| Are You Satisfied 


Prone ‘the best-known office stapling i 
















h your Office 
| Letter Heading? — 


There are very fev 
Printers who have || 
made a thorough || _ 
study of this work. 


We have a depart- || | 
ment with special | | 
printing plant for | _ 
this work alone. 











We give you the | 
best results at 





Competitive prices 
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Do you know YOU. } OFFICE CO“TS? | 





Simple 





The Dictaphone in use in the office compartment of the 
L.N.E.R. train running between London and Newcastle 


here is a prevalent but erroneous 
T impression that office work and output 

cannot be measured on the principles 
now invariably adopted in the factory. 
Consequently, very few business firms 
have any adequate idea of what different 
office processes really cost them and are 
not, therefore, in a position to judge 
whether any suggested alternative method 
of doing the work could really be a prac- 
tical and economical proposition. 

It is undoubtedly true that clerical work 
which is not carefully measured and 
checked is often a prolific source of waste, 
adding very much more than it should to 
the burden, already very heavy, of ‘‘over- 
head” ex If any business principal 
has any doubt on this point he is strongly 
advised to keep a record of the actual 
output of every member of his office staff. 

early all clerical work—certainly 80% 
of it—is measurable by one means or 
another, and to measure it exactly, to see 
what each separate process actually costs, 
is the only way to make real progress 
towards increased efficiency. Even where 
an office worker is engaged at different 
times on different types of work, it is per- 
fectly ay to keep a simple record sheet 
which will enable the correct percentage 
of the moors a salary to be charged to 
every job dled. Almost invariably, the 
result is to show that certain processes are 
costing more than they are worth. Very 
often it is found that a comparatively 
highly-paid employee is spending time on 
duties that, could be performed perfectly 
well by a junior at perhaps half the wage. 
Secure this information by a proper cost- 
ing scheme and to stop the leak becomes 
an easy matter. 

Typewriting is the easiest of all office 
operations to measure, and in most offices 
it forms such a substantial portion of the 

o 


clerical wages bill that any substantial 
economy that can be effected becomes a 
matter of real importance. 

It is a simple matter to keep a record 
of the time spent by every typist on 
different classes of work—shorthand notes, 
transcribing, copying, cutting stencils, 
making out bills and statements and so 
on. With this information in hand for, 
say, one month and the wage paid being 
known, cost of typing per 1,000 words can 
be accurately worked out. In ninety-nine 
cases out of a hundred the result will be a 
staggering surprise. But the small amount 
of work involved will be repaid hundreds 
of times over if it leads to more efficient 
and more economical working. 

So far as the correspondence department 
is concerned, it certainly will be found 
that a wholly disproportionate | etn dim 
of time is put down to Rag. ictations”’ 
or ‘‘waiting for dictation’’. This is readily 
understandable, and it is emphatically not 
the fault of the shorthand-writer. She has 
to wait until her principal is ready, wait 
while he makes up his mind what to say, 
wait idly every time he is interrupted. 
Only a fraction of the time is spent in 
actual note-takif®g and the result is that 
when a calgulation is made of the average 
number of words per minute taken down 
during’ the*dictating period, the result is 
simply trivial. Probably the girl is not 
really working at a quarter of her capacity. 
Yet the time spent must bear its propor- 
tion of her salary. Dictation is costing 
too much. e 

In exact ratio to the time she spends in 
taking notes her total weekly output of 
finished typing is bound to fall, and the 
cost per 1,000 words of typing is at once 
seen to be abnormally high. 

The instant remedy. of course, is the 
dictating machine. The Dictaphone will 


calculations 
that will enable yo 


STOP SERIOUS 


BY 


THOMAS DIXON 


do all the work of taking down better 
and more efficiently than the girl, It does 
not cost so much if The Dictaphone has 
to wait idle through the principal pausing 
to think out exactly what he wishes to 
say or while he is interrupted by a tele- 
phone message or a caller. In the mean- 
time, the typist, since she is not required 
for note-taking, is free to continue typing. 
Her weekly output, in consequence, shows 
an instant remarkable increase and the 
cost per 1,000 words, the final test of her 
real value, falls at once to a reasonable 
figure. 

Repeated tests have clearly shown that 
if a shorthand-typist produces 350 lines of 
typed matter in a day she is doing as well 
as can reasonably be expected. The 
average Dictaphone operator produces 
1,200 words, an obvious economy of over 
50%. In The ‘Dictaphone train now 
running on the London & North Eastern 
Railway between Newcastle an@® London 
the dictaphonist, on one 5}-hour journey, 
actually typed 1,505 lines—three times 
the daily average of the shorthand typist, 
and under much more difficult conditions. 

The Dictaphone Company have evolved 
a simple and effective plan which will 
enable you to ascertain exactly what your 
typing is costing you. They will show you 
how this cost can be — probably 
to the extent of 50%, and how, at the 
same time, you will make a considerable 
daily saving in your own time and the 
time of the principal members of your 
staff. All this advice ig entirely free and 
places you under no obligation. 

Write to-day for ‘‘Progress’’ end learn 
how The Dictaphone will reduce your 
working costs. 


p. 
| POST THIS COUPON NOW 


b THE DICTAPHONE Co., Led., 
Kingsway House, Kingsway, London, W.C.2 


Please Send new book, “Progress”, free 
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„| 8. Euston Station. London. N W1 


“PACKING COSTS 


Mhen you send goods by L M S 
_ Container your packing costs 
become practically negligible. It 


is really only a matter of carefully 


oe stacking the goods inside the Con- 


| _tainer—advice on the method of 


O DOOR WITHOUT 


Goods sent by L M S Container 
arrive at your customer's exactly 
Aas when they left your premises— 
: in perfect condition—door to door 

_ without any intermediate handling 
whatever. 
_.. For full particulars about transport 


be given by LMS experts. Both 
in labour and in packing materials 
you save enormously. 


AGE OR PILFERAGE 


- There is practically no chance: of 
breakage or pilferage. As soon as 

‘the enamelled ware, stoves, cycles, 
paint, boots and shoes—or what- 
“ever the goods may be—are packed 
jin the Container, it is taken by 
ofast road vehicle to the nearest 
‘LOM S depot. On arrival at its 
destination station it is delivered 
forthwith at your customer’s 
~ premises. 


An additional precau- 
tion against pilferage can be taken 
by locking the door of the Con- 
tainer and posting the key to your 
customer, 


HANDLING 


M by LMS Containers you should 


get into to@ch with your local 


- LMS Agent or write to the Chief 
Commercial Manager, Department — 


OF THE ERICSSON © 
RENTAL SYSTEM | 


if you are interested in the subject of telephone rental you'll obtain - 
some useful and enlightening information In the special literatura © 
and quotations dealing with the Ericsson Rental System, in which 
everything is fully explained. pens: 
Clear ng, efficient, foolproof, the Ericsson telephone puts — 
your business on your desk—directors, secretary, accounts, 
wareheuse—all at your finger tips. a eo 


ERICSSON TELEPHONES LTD., SES aa 
67/13, Kingsway, London, W.C.2, Telephones: Holborn 3271/ 


“BIZADA” is the original British Visible System, and 
has been on the market 21: years. As manufacturers 
selling direct to users, we have learned to anticipate the 
public’s requirements... Our experience costs yoi 
nothing. May we help you? - — 

t. AccounTs DEPARTMENT. | 


lelger records. 


2. Woexs Orrice, 
indicators. * 


3, SALES DEPARTMENT. 
kept constantly under notice. 


,__ Write for farther particulars. 


To keep better and qui s 
Control of stocks by means of visible 
Customers who are not ordering a 


No obligation— obviously. 


CARTER-PARRATT Lid 


Works: Wickford 





anainte A 5-YEAR PLAN to , World Wide Markets - - oo by EH. 
M N AG. M ENT Gen. — Jos: Lingford 4 £ 


What Other EXECUTIVES Do - 
Here's NEW Business - - ~ eoo 


Reducing CREDIT RISKS in New Accounts- 
Organization Mgr. Horlicks Malted 1 Milk ec 


The Broader View : e as 

Home Trade STILL Rising ee es The TRE 
The Super Road Station—How Far will It Got eo. b 
We Fit SALES DRIVES To Meet Variations » 


Try These IDEAS 
Do You BUY Cars. For Your Salesmen? 
Why We Don’ t Need a WELFARE Of 


Treat Your STORES Like Your CASH - 
It PAYS To Paint and oa Up - 
What L Lou Do e & : 


These Typists. Spring Cleaned Thei r Own Office - 
To-day’s Latest Business EQUIPMENT - + 
PRODUCTS You Should Know About 


- BUSIN Ss ‘Published by Shaw Publishing Co. Ltd., 6, Carmelite St., London, E €. 4. Telephone: Coa 98 
2 ‘Subscription rates: —15/- a year post free, United Kingdom and Continent; 20/- a year post free, Overseas. Single cx pies 
: t free 1/ 3, | United Kingdom and Continent; 1 / 6 Overseas. All rights of translation and reproduction strict i 


| — Tailor to use iat E 
| : —will not shank, | 
46 : ES fade or fray, and 
J our —— can 
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: —— — s ‘STATIONERY, your operator | 
is enabled to produce almost twice the amount 
of work through the convenience and speed of 

eration afforded by this i inexpensive device. 
unproductive effort is eliminated, the | 
s and forms are fed automatically in’: 
egistration into the typewriter platen. 
ade to fit all standard makes of typewriters 
counting machines, it snaps on or off in 
ı second, thus the machine may be used for 
l rdinary purposes one moment, and converted 
nto a Billing machine the next, for handling 
e, Delivery Note, Works Order and other 
le seis of forms. 


“Ask also for particulars. of the 


SRY MANIFOLDING REGISTER 
: FOR | HAND-WRITTEN FORMS 
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N it To strangers it is a novelty, 
repr ay, look at it habitually. It is unfailingly accurate, nk 
and ee Look for this emblem 
does not interfere with the window display for it never needs othe next clack : 

ng < or —— 


ie wherever A.C. mains are time-controlled, and cost ones a 
pence a year to run. There are attractive, inexpensive models | 
fo the one-store retailer ; special designs submitted to large users. 


is crete -Smiths English Clocks Limited — 7— 4 
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EQUIPMENT <1 i 


index and turn to 


those announcements 


S E RVIC ES; g sUPI , ; which offer Service or 


Equipment which may 





be of use to you 


WHICH CAN 
BE OBTAINED THROUGH THE ANNOUNCEMENTS 
IN THE ADVERTISEMENT PAGES IN THIS ISSUE 
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Keeps you in touch with 
every department 


MOST 
EFFICIENT 


ECONOMICAL 


& RELIABLE 7 





—-- 
~~ 


ri 
— 
— — 


o0 — — — — — —— —— 


For Sale outright or on Renta/ 


WRITE TO 
RELAY AUTOMATIC TELEPHONE SECTION 


SIEMENS BROTHERS & C? [7P 


38-39 UPPER THAMES ST. LONDON EC4 Phone: CENTRAL 2332 
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Facts... ws LIVER a 
.` at a glance 
RIR 1 


kee l | Y PEWRITERS 


Ing produces the essential facts of your 
business quickly, surely and accurately. 


+ OLIVER. FO R 
ALL 
ever PURPOSES 





duce your stocks—speed- 
up your account-collecting 
—Increase your sales. 


1 it will cut your costs—re- 


There Is a “SEL- 
1 DEX" Equip- 
ment for every 
class of business, 





@ Business houses 
of every descytption, 
in fast-increasing 
numbers, are adopting the “SELDEX” System—the most 
flexible of all visible recorders. You will find it an’economy á 
—an investment—to install it in your own businēss. 





VISIBLE SINGLE 3 LIGHTNESS 


CARO LINE 
RECORDING DE RECORDING E EEEE eee eee eee eee ee ee ee hee eee eee a 2 
L POST THIS COUPON 


MADE IN ENGLAND 





? ; - Oliver T riter Manfg. Co. Ltd. Please send full of the 
Write for full particulars : Victory Mezi 80 —— Road, Oliver Serai oo 
INFALLIBLE CARD SELECTING Co. Ltd. Croydon. Phone: Thornton Heath 1301 
“SELDEX”’ Works, Hazelwell Lane, Name nance omesmenneaennnst 
Stirchley, BIRMINGHAM London Office: 
eo Kings Norton 1618 106 & 108 Queen Victoria Street, E.C.4 Address onnsa — 
LONDON BRANCH: 24 Holborn, E.C. Tel.: Holborn 7391-5 Phone: Central 0121/2 
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| ia after 7I — 
to think it over” 


ily tradition of long 
firm; Yet we were 

made money. 
things which could be left un- 
gain still more prosperity was 
lett undone, and it is not too much to 


. "This ¢ was due — to the excellence 
_of our product, baking powder. The 
recipe had come to us in somewhat 
romantic circumstances many years 
_ before, and since that day it had- never 
been tampered with. We had always 
insisted that only the very best of raw 
materials should be used (during the 
war we actually took the product off 
the market because raw materials of 
_ the necessary high standard could not 
be obtained). We worked on the 
— hat a — product would 


_ signs were not wanting 


+ ies mixtures and 
shop-made. cakes, and 


that our business was 
r calling for special at- 
tention. We bore in 
mind the Shakes- 
pearean maxim: ‘‘The 
fault, dear Brutus, is 
not in our stars, but in 
ourselves”, and so 
proceeded to exam- 
ine ourselves thor- 
oughly. 

Obviously, it was 
essential to reorganize 
our whole construction so that we 
could : —. 

(a) largely increase the sales of 
our staple product, baking 
powder. 

(b) to put some new, good-selling 
lines on the market. 

What were our assets and liabilities 
for this? First, as to the assets, we 
had an assured market for baking 
powder in tbe North of England. 
Secondly, our staff, if somewhat old- 
fashioned in training and ability, were 
supremely loyal and devoted to the 
firm 


The liabilities were fairly heavy; 
the general easy-going condition of 


the organization, the fact that for 

many years the firm had been, 

as. it were, ——— on. laurels won 
the «jas nd 5 


2nd YEAR: 
3rd YEAR: : 


4th YEAR: 


lines at home 


General roundir gol i 
Detegation of inter 
business will” i run 1 itse 


This last m po! 


employee was dismissed 3 
the reorganization, and n 
salaries were reduced by one 


There was No Need to Curb — 
Staff Amenities | 


None of the welfare work which th 
founder of the firm, a Quaker ant 
man genuinely interested. in’ the wel 
fare of his employees, had inaugurates 
so many years ago, was curtailed. 
the contrary, it was increased by 
introduction of a — insure 


the appointment of a ‘wom ns 

visor, sick-pay schemes, hol 

pay, and social work gene ral 
Next we tur ied to the act 












is no 
for the marketing of goods when 
ot the goods to market, so the 
ng we did was to put techni- 
n the job of investigating the 
s requirements and of finding 
products which they needed. We 
did not open our own laboratory; at the 
time the position of the firm did not 
warrant such an expansion. Instead, 
the co-operation of a num- 
endly firms with adequate 
earch organizations and 
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men. 


v Product with a New 
Characteristic. 

ng we wanted was a new 

ton the market, which 

e a very good liver 

at least one distinct- 






























of advertising. None 
to get the maximum 


ertising. 

t be hurried when 
roduce. something 
so we now gave our 
Organization of the 
es side. In one way 








the firm had gradu- 
As an offset to this, 





nty-one-year-old baking 


uring the period of the re- 
-ir -these respects we were 





, therefore, afford to under- 


` : The = = z task of delegating authority 
sô that the chief executives 
am assume full responsibility. Our |- 







aking an organ- : 





s intrinsic merits alone, 


to give our products 4 


customs and 


ty and the interest of 
rees and the assured market 


— would continue to bring: 








| five years: rst Year 
internal reorganization and 

new lines. znd Year, Sales planning. 
“‘Tuning-up’’ of the staff. 3rd Year, 
Extended sales planning, and prepara- 
tion for national marketing scheme. 
4th Year, The actual marketing of the 
new products at home and abroad. 
5th Year, General finishing-off of the 
scheme. Delegation of authority, so 


that the business is largely able to run 


itself. 
This plan was commenced in 1930, so 


that 1934 is the fourth year of its life. 


Briefly, our activities were as set out 
below. 
These New Plans Replaced 
the Old 


In the first year we thoroughly over- 
hauled the internal working of the fac- 





“For five minutes each morn- 
ing and afternoon we stop 
all machinery and workers 
It makes a wonderful 
difference.” 


relax. 





tory. Special machinery for packaging 
was designed and installed. Next, the 
goods were re-packaged, but the main 


-features of the old designs were re- 
tained. 


. The internal economy was scrutin- 
ized, and the staff was examined in 


order to find the best way of obtaining 


the maximum efficiency. One success- 
ful innovation was a complete break of 
five minutes each morning and after- 
noon, when every scrap of machinery 
and work is stopped and refreshments 
are served. The workers can spend 


these five minutes anywhere they please 


except in the room in which they work. 






















anisation must “run itsel r 


> General sing 
search- fop- 


were all seek 






ales 
















manager or an advertising 
manager were appointed, for the whole _ 
reorganization was, we considered, best _ 
in the hands of one man. The time for 
the delegation of authority would come __ 
later, | es 

By giving the office staff this oppo 
tunity of becoming completely familiar 
with the working of the new. syster 
before it was loaded to its full capacity 
there was the least possible risk of con- 
fusion when the state in which wel 
desired to see the business should come 
about. eect oss — 

The purchasing side of the- 
was also overhauled. We did not 

























We Have Six “Quotes” 
Every Item 
A system of purchasing for 
thing, from plant to paper cli 
instituted, which enables us to g 
most advantageous price on every 
sion. Nothing is ever bought un 
have had six quotations for it. 
rule is inflexible. Every quota 
filed away for future reference. 
ever a repeat order is necessa 
quotations are asked for again, an 
least one of them must be from afi 
with which we have not previou 
dealt. This means that we are 
stantly revising the prices which 
pay, and keeping ourselves informed 
the developments of the whole range o 
materials which we desire. a 
During our second year the liver sa 
was ready for the market, and plans 
were made to give it a try-out in the 
next year, —— 
In past years our few representatives 
had not done much competitive selling 
They had their assured market fo 
baking powder, and they did not mak 
any particular effort to extend it. How 
to bring them into line with the rest of _ 
the developments in the firm was an 
important problem. We had to sell tọ ~ 
them the new ideas motivating the firm ` 
before they could sell to new customers, __ 
who, in their. turn, would ma a 
public. “Lingford-minded’’. We. al 
es staff, three men 
























added to our sal 
the first year, t 









„000 a year in 


oe costs by changing 


Al tho colur scheme 


4 of our. toilet powder. 
cartons from a com-. 


2 — des to black and gold. 
* an optical 
: ared to ‘be the same size as the old 
Actually they 
maller and held ‘a little less of each pro- 
_ As they sold:at the original prices, 
$ wasa little more. 


wo ‘six consecu- | 
. years we have. | 
de an increased. 
profit. We have 
done it by reducing © 


our range of pro- 


nd planning straight- 

mm. One of our chief lines, 

lf what it did three years , 

: thanks to our research men A 
t the same time 50. per cent lighter and ¢} 

one line alone we now 

tity we used to and 

of net profit, ough 7 


* about five 


iles. out. Io — 


y 
* T office depart. 
t y you've plenty 


By. very eA . selecting certain 
iepartments that would ‘not be upset by 
the transference, we reduced the West End 
lepartments by half and moved to smaller 

ices: a floor high er at a rental of £350. 
Ve. saved {600 a year, and still 
t eve ‘bod happy” 
copt T “From * Electrical Appliance 
_ Manufacturer. 


oe alae 


* i “To get people to 


attend our periodi- 
cal fashion parades. 
we used to publish 


j the date of th 
parades in our. new 


+tisements and on windo 


illusion the new packs. 


were made slightly- 


We decided, therefore, to draw up a 
selected list of prospects and to send 
invitations only to these, by direct mail, 
These specially printed invitations, with 
each recipient’s name filled in and a 
printed request that the recipient bring 


along her card and give it up at the door 
of.the salon, had good effect. 
did they limit the attendances to worth- 


Not only 


while prospects, but, making the visitors 
feel that they were individually favoured, 
had a persuading effect on their tendency 


to purchase. * 


General Manager of a 
Departmental Store. 


è 


“None of my chief 
executives has to 

waste time inquir- 

ing for me when { 

i am out. As soon as 

"em I leave the building 
3 ns a switch which lights 

e — bulb in the room: 

3 When t return 


me. 
From a Managing Director. 


These Plans ang 
Ideas are taken at 
random- from our 
record and corres 
pondence files, Can 
you fit any of em 


of an account. 4 
that same day. 
“The moment 


and — 
have been ve 


possibility of fire 
the carburetto: 


cone ig perio: 
principle as the | 


A new small roller for tennis courts, golf 


greens, etc. It is driven by a light petrol 
engine and can be controlled by one man, 


— e 


An improved. ‘material for use in this 


seating accommodation of motor-coaches, 


omnibuses, and for mattresses in ambu» 


lances and hospitals. It is said to have 


many advantages over both air and water 


cushions. Its cleanliness and hygienic 


properties recommend it to the proprietors 


of motor-buses which must cater for very 
mixed types of passengers. 


p > 


For those who suddenly find themselves 
condemned to shave in the dark, or for 


those whose bathroom is not adequately 
lighted, a ne 
battery and bulb to illuminate the face 
has been mtroduced, 


e ry as 
a e — 


A. flexible wallboard is being marketed . 
which can be laid over wide areas of wall 


‘ without joints. It is supplied in rolls Ta 
feet lc : . nd 5 in the U. 8 A 


Yo feet wide. This will 
varticularly useful for offices in which hi 
sroblem of dust is serious. 


safety-razor fitted with 


large petrol if 
wastage through vapor o 
causes by 50 to 70- per cent, 


An American frm 
less electric iton. 
base automatically witche 
and heats the iron. = 


A. textile fabric oo iro 
fibres hitherto considered | is 
from the industrial point o : 
shortly be available. The — 
resembles linens: — 


ee 


An ink which will not. sta 
fabric, but cannot be chemi 
* cated or washed from. 
duced by a well-know 

















new account there 
we follow which 
minimum the risk 
outlined this pro- 
t is possible that one 
f interest to readers 
cturing concern selling to 
id retailers and other out- 

































years a tabular record of 

1eDts had been kept, and, with this 
a base, we investigated the credit his- 
each defalcant. This was done 
ferring to the files (most of them 
‘transferred’’) to ascertain what reports 
e had obtained in the first instance, 
and what “news” we had received since. 
‘This was supplemented by a study of 
their accounts in the sales ledgers to 
rtain if they had been habitual slow 
yers, or whether failure had come 
Trade References 
roved Useless 
ie investigation our. repre- 
ad usually obtained one 
wo trade references. The 
on which we soon reached 
as that trade and bank references weree 
f little v 






_ Trade and bank references 
relating to new customers 
almost worthless, so we 
ip this new procedure. Our 
salesmen operate it 


Naturally, ‘those promptly-paid sup- 
pliers are given as references, and, quite 


honestly, they are able to give satisfac- 


tory reports. — 
The second conclusion we reached 


more accurate view, but it was held 
out that the cost of the “coupon” was 
a disadvantage. Not everybody, how- 
ever, realizes what an expensive item a 
business letter can be, and the cost of 
letters to two traders and one bank and 
the handling and filing of replies can 
easily cost as much as one coupon. 

We decided in principle, therefore, 
that trade and bank references should 
be discontinued and that agency reports 
should be obtained instead. 

It was further decided—-in view of 
our satisfactory account collection pro- 
cedure—that we should not obtain even 
an agency report for credit limits of 
{12 or under, unless the representative 
wished us to do so. 

The representative, we believed, was 
the best man to ascertain to what 
extent credit should be allowed, but 
we qualified this by the proviso: “Jf 
he knows how to do it.” e 

Some representatives are more suc- 
cessful than others at this side of their 


it. But others can be 
mentary advice which 
in assessing credit risks. —— 








—- by 


of credit limits, how they operated 


-bankruptcies for England and W 


e reached for the preceding year for most of th 
was that agency reports fufnished a far — 2 


based on carefully observed facts, and 


- being closed,’ 
business; they seem to have a flair for 
given some ele- 
will assist them _ 





G. D. GARDNER 
Organization Manager: 































tial for the office to have, and to set 
down the various points which a repri 
sentative should observe when deter- | 
mining the customer’s status. From 
these two groups of information 
drew up an octavo form, put uj 
pads of roo. — 

Last, we wrote an eleven-page 
structional pamphlet for the repre: 
ative. The scope of this pamphlet 
as follows: = 

An introductory passage, follo 
a tabulation of our bad debts: 


accounts, 7 ea. 
Next an explanation of a new sc 


when they applied. Then an ex 
tion of how the office used thes 
when orders were being ( 
credit. We included also ‘a 


trades in which we were interes re 
the average liability in each trade 
We stressed the fact that trade 
bank references were useless, “bi 
the representative's recommenda 
scientifically made, was of great v 1 
By “scientifically” we meant a decisi 


not biased by a natural wish to oper 
an account and book an order. — 
A specimen of the new form. was 
attached to the pamphlet, and the 
representative was asked to refer to i 
whilst he read our explanation of its 
use. The form is reproduced here, and 
you are invited to refer to it whilst 
reading the covering pamphlet, which 
was as follows: cote te 


INSTRUCTIONS TO SALESMEN 
— — —— — —— EN 


Heading: “We want you to send © 
us one of these forms whenever you _ 
open a new account, or need to advise __ 
us of a correction, or of an account oe 













r er of places located in one 
ounty — lave a postal address as 
Dei ear a large town in an adjacent 
: county. ch cases you should give 
he petai address in this panel and add 
note stating the county in which it 


pr prietor’s 8 $ d 
trading style it is most qias that 
you should fi d out and record the pro- 


|! sification : : “Enter 


— ——— have 


s ment Year: “It doss 
w long the proprietor has 
isiness; that it of secondary 


We want to know how 


a his — premises.” 
6. Limited Company : : “HE the cus- 


registered office if differ- 


juoted above. * 
“State towns where 


ches. <Not only does this 


but clears the ground 
ae of orders anag 


the. premises. are owned or rented, and 
tick the answer; also tick whether they 
are large, medium or small.” 

= 10. Employees: “Fill in the num- 
ber; it helps us to visualize the size of 
_ the establishment.”’ 
ae te Furnishings : : “A clue to the 
Be customer’ s standing may be obtained 
_ from the character of the window, fit- 
tings and counter. Whilst good fur- 
_ Mishings do not necessarily mean 
= solvency—poor furnishings are signifi- 
cant.” 

2. Proprietary Lines : ‘‘The range 


f his su a ee the extent of 


“volume of stock is carried. 


or with error-proof in- 
_ formation — 


“Always note what 
A. big 
volume is a useful point, but a small 
volume is not necessarily adversely 
significant. There may be more ‘down 
the yar * +4 

15. Competence: : “This is a bull 
point. Many failures are brought about 
or accelerated by incompetence, You 
will be able to sense if the business 
(externally) is run competently. Are 
the assistants on the alert? Do they 
give quick and courteous service? Does 
the proprietor know what his stocks 
ave, and what his future requivements 
are likely to be? In short, is the man- 
agement businesslike? Your observa- 
tions must be limited by the fact that 
you have to judge by externals. Unfor- 


14. Stocks: 


Ho MER TSE 


i. REBREREMT ATIVE t 


BY THESE FORMS 
WE HAVE— 


STH Tee 
PEERS HE 


Pale eee eaten hi 


3%, ‘FRO e THET 


Reduced bad Debts 


Savede money by 
fewereagency inves- 
cada fees 


BRE ES RE 


Provided the office 


FURNES AR $ 


— rene an fat i rigere ain paaa a pa ana 


13, Tea enero 
wank Wiehe at F 


“Hier ithe ioe ie ep play mary hetero Ae eed be i aai A reise Andra a ha a —* 


neg kasar F ERRES EIE + 


Pr £03, ERS, S SIR 


tunately, you will not be a le k 
out how the books a are o kept : or 
they reveal)" : 


16. Remarks: * 
further relevant remarks to ma 
this panel. 


17. Limits : “You hae th : 
of limits. After you have ma 6 
possible observation, tick 
which you recommend. — 


y aN 
not ordinarily. decline. to sup ly cu 
tomers when thelr account is onl 


NEW ACCOUNT: CORRECTION: CLOSED: 


j EIES è PEACY | LSE» HELENE CALA. — RIAT — 
bo ae Se 
seein ai i A 


} spom MEDIAA a PE [Ey i veineweieciony 
"Phen WHEA HE cane 


a, SSR Mat 
HAS. WEES. FAG 


— 


ee 
ibaa 


pete SAYA POUR jas PERO 2 A Re : 


P PHARE GIET EDR } DRAPE TARY 5 MARAE § Maiari 


16. 2 ERESZ. AONE. BE, PR 
—— PASE, | ; 


wie Hae. Cok. mie Bile, 


Of CHANGE OF TITHE, ase 





) ted pyi further | in- 
en you: recommend a 


— an agency re- 
s — 


ae the old title {if the title 
ged) in this panel. It will facili- 
erence. When you use the form 
LOSED Account, it is only neces- 
o fill in panel.2. When a business 
en over by. a new proprietor, 
) Torm as a New ACCOUNT 


) fice Use: The panels at 
are for use in the office. In 
her record the credit limit fixed 
and the initials of the manager who 
pproved it. There are panela f for the 


— who. “Jooks 
— concerned. : 


- COC ifying the funda- 


_which you ought 


Qomewhere re- 
„€ “ cently I heard a 
į” V comparison drawn 
|} between businesses 
cand. men. Like 
E man, a business 
t often. starts feebly, 
yj and. grows rapidly 
Oe during its youth, 
t becomes - vigorous and flourish- 
ater it attdins a certain maturity 
preads out with. intelligently 
ower and strength. 
sx the prime of life comes 
| here, unfortunately, the 
il too strong... Businesses at 
tage tend to become over-conserva- 
they shy away from new ideas; 
they — 
9 the policies of a past genera- 
avi y many of them: reach 
of ieir — and die. 


draw into themselves, and® 


following points? Experience: Ageres- | 
siveness; Salesmanship; Attentiveness 
to business; Self-confidence; Enthusi- 
System; Popularity; Frankness; : 


asm ; 
Willingness to learn, 

“You may say that, at a first inter- 
view, you cannot cover all these points.: 
That is quite possible. But you may 
be able to cover many of them. Be 
particularly on the look-out for the- 
presence of bad signs rather than the. 
presence of good ones. 

“When you have given yourself 
mental answers to these questions and 
observed all the observable things, 
what is the result? Is it this: 


“You arein a position to form 
an opinion and only an opinion. 
You cannot tell for certain what 
the credit risk really is. But if 


you have made your observa-. 


tions carefully and without | 
prejudice, and if. your answers 
are satisfactory, | you can be 
assured that the betting is 
against insolvency. 


i Al Our Reports Are Ne 
More Accurate 
We have: through this New A 


“Form, all the basic information. whic 


we require. We no longer have m 
spelt names and addresses, no doub 
about proprietorships, no errors i 
heading up ledger sheets, sales card 
or folders for the files. There is no 
chance of any step in the routine being 
overlooked. 

Representatives can fill in the form 7 
either by hand or typewriter—the spac- 
ings being such that it is suitable for 
typewritten work. oe 

The forms have been in use for vi 
a yearand: — | 

T.. Money has been saved. by 

taking up references. | 

2. The credit position—alread: 

——has improved. 
3. The office: Bets « all the in 


“We make no apology for — 


not follow the life-cycle of man if hey 
make it a point to take on young men 
with young minds from time to time 
and study their reactions to the policies 
and methods of the business. Their 
reactions may be radical—and they 
may also be right! | 


> 


Questioning Minds 
are Safer Minds 


ſt is human nature for a man to sell 
himself a theory about any given 
situation. In doing so he tends to close 
his mind to the ideas of others and to 
facts as they develop. He is so wedded 
to his theory that his perception is 
dulled. 

How much better, instead of crystal- 
lizing one’s beliefs or “hunches!” into a 
definite theory, to fill one’s mind with 
the questions. leading to this theory, 
but to leave it for time to answer the 
questions, and leave room for other 
questions, as well as facts, to enter. 


ROBERT 
R. UPDEGRAFF 


< Startled the business world. 
is hardly a mathematical problem in 
business that cannot be solved. by, 


“Ask for What 


You Want | 


|! we went about life asking s s ip 
directly for the things we wai 
need we would, I feel sure, be 
at how many of our requests 
granted. Instead, we take it for gra 
that we cannot have things, do. th: 
see things, go to places, meet Į 
be excused from things we do no 
to do. And in accepting this w 
much of life and adventure. 
“Ask and ye shall receive” shoul 
taken more literally. — 


in aa 


Mental Esa, 


Released 

H ave you been following the progress 
of business calculating machines in 

recent years? Their advance is amaz- 

ing. Small, compact machines now 

perform calculations that are better 

than human. 

It is not difficult for even those of ~ 
us who are young to recall the time — 
when the first crude adding machine — 
Now there | 


touching a few keys. 


This means that in business 


individuals are being freed from mental 


— — 
— 


: Jost as labour has been 
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by week. First they moan over: the 
ment in ‘January; overlooking that 
shows a seasonable drop, that the drop was 
aj would doubtless be followed by 
-wh ccurred in February and March. 

shoo their heads over the fact that one of the 
kly traffic returns has shown a drop on last year, 
is a whole — an increase, and the 










face of the current. month’s — 
ney ia dei an uy continuing : they 









3 — Up by 7. 6%, £2, 132,000 on a year SEPE for 
he second month in succession. 

J RADE—Up by 3% ona year ago. | 
g "CLEARINGS in Provinces Up by 10% in latest 
ee weeks’ figures on a year ago. fe 

: RAILWAY - TRAFFICS — Up in last seven weeks by 
tee — on last year, oe 














CTIV ITY—U R fer ‘the last quarter by 
year, the highest since March, 1930. 
NSUMPTION — Up by nu% in 
ary, 1934, as compared with jectiary. 
33—and ` of ‘late a significant in 
mption, >=. z 
"RY — Estimated cost for building 2a 
have been passed was £7 910,300 as 
ooo In February; 1933. 

CES— Up by 6% on last year, 0.7% 











-Down by 1% last year. 


RKET— Up, especially in industrial 
whic mean that investors know that current 








BUDGET —Surplus U p—will probably 
teach {40,000,000 for the year and afford a surplus 
of. over {60,000,000 for next year, enough to restore 
oe cuts. partially and decrease income tax by 6d. 
NATIONAL TRADE BALANCE— Up by {52,000,000 
ae on a year ago, {100,000,000 on 2 years ago, poijt- 
.. ing toa favourable trade balance for this year, 
MPIRE TRADE-—Up in all main quarters, as sown is 
z- -more detail. below. 

REIGN TRADE AGREEMENTS—- -Being added to 
steadily. 











oyment, increases in produ 
» are evidences, of progress. P 





were increased. ea oea 





the Yorkshire —— position 3 2 — s 
last year. vee 














a year ago, 1,500 on a month ago. 
furnaces. in blast last month. Pi 
54% in. iron and 60% in | steel ? 









SHIPBUILDING : Unempl 
last year. Tonn 
increased steadily fe 


ENGINEERING, MOT 
Unemployment D 
6,000 on last mo 
42.0 000, 090 on first 
























marked i increases in: bul ding iat 
WOOLLENS : Unemployment Down 20 
Exports | in all sections Up « 
COTTON : Unemployment Dow: 
Imports of raw cotton U; p by 
year ` 
RAYON : Output 43% Up on last y 
POTTERY: Unemployment Down b 
sa 3% on last month. | 
FURNITURE : lsc Sie mant pD 
February 1933 to 17.3%. 
16.7% in February 1934. 
15% on January 1933. 
BOOT AND SHOE : Unemployment Down 3 
year, 3,600 on last month, Exports U 
last year. | 
DISTRIBUTIVE TRABES: Unemployment 
26,000 on last year, 1.1% on last mu 
in last quarter of 1933 Up by 3. 6% 6 
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(Cotton, Ray Rayon 
and and Wool _ 


—— s the S upturn was dwelt on, : 
used to say ““Yes—but what about the gr 
industries? '’ Now that coal, iron and steel, H, 
even shipbuilding, are among the upturned, he can no 
longer use this geaeral phrase. But he still replies: : — 
but what about cotton?” 
Right. But in answering his question let us insist | ; : Ri 
we include rayon, wool and linen in with cotton. "Fo 
human race mostly wears and uses one or another or 
textiles. Compared with 1929-—Cotton. producti yi is 
by 45%. Wool is down by 36%. But rayo 
So on balance, textiles as a whole are di 
the 1929 figure, — — 
Now take recent History. In th 
eee of cotton increased 




























3%. since Februa y 
In th 


: ture of concrete? ee Since a year ago. And: ae a 
OR es ae CORBA Many one ee wiih — ‘building Alb Parts of Em- 
materials, furniture, hardware lines, car- 
pitch seco se —— pets, electrical equipment, and some share pire Progressive 
The Importance Of los Bite of the iron and steel increase. hroughout the Empire the same . pro- 
the Building Boom) And one of the reasons we are optimistic gressively favourable conditions more 
regarding the coming months is that build- and more operate. 


t is important to realize that a very ing activity is bound to continue as a GANADA: Employment up 12%, on a 
considerable part of Britain’s con- result of the constantly widening plans of year ago. 


— internal “production up 22. 3% on 
January 1932. 


HERE IS THE SITUATION THIS MONTH Exports increased by 74%, to the 


U.K. by nearly 20%. 
ondon 2 irae 
fe uly eod EnD Timber exports more than twice pre- 


ment has increased, and ceding year. ; 
business activity is very Imports declined by 11%, but from 


* marked. Retail sales 
PERCENTAGE OF | have increased on the U.K. increased by 5%. 


UNEMPLOYED — | E month, and the metro- In January alone exports to U.K, 
I politan bank clearings are were 40% above a year agoj tł 


up, certain indications E o 7 
that there is money mpire 42%; to India alone 400 


about. The continued AUSTRALIA : ‘Unemployment 


crop of good company 5 
reports has increased the one- quarter on a year ago. 


confidence of the city, Exports “p by £14,177,000 0 
and an optimistic tone 
prevails. 
E. &,S. E. Districts: The 
official reports suggest 
that the situation in the 
agricultural areas has im- 
proved, Unemployment 
has decreased, particu- 
i larly in Essex. The small 
NEWCASTLE industrial areas are fairly 


prosperous, and the fish- 
SUNDERLAND ing in January improved Inports in ay up 
i by 3,000 tons on the total Unemployment down by 


* ypt — J for January, 1933. INDIA : Imports from U.K 
eer i Midlands: The iron and portion of 35.7% to 40% 


steel trade is prosperous, distributed over all lines. 
while manufacturers. of 


motor-cars are still busy. Exports up by 12%; impor 
There has been a season- 12%; adverse balance ta 


al falling of of orders, into favourable. 


but arrears in delivery 
are being made up, and General business activity indi 


distributors are buying real expansion. 
stocks in preparation for Government revenue shows surp 


spring. fhe  ħardware SOUTH AFRICA: Gold boom 
ing, and plant extensions brought real prosperity. 
are a i -ATOMIA Exports of basic commodities u] 
verhampton. é 

Imports up 34% On 1932. 


W. & S. W. Districts: 
in spite of a falling off Budget surplus of £5,000,000. 


in demand for iron and — 
steel and coal in South 


Wales, there is a feeling 
of optimism, shown by | tS International 


the expansions in plant i ? 
which are being made Trade Improving! 


d Cardiff, Sal 
Hin plate ade go bat W: have emphasized repeatedly that to 


— i pre bunns ha maintain our trade improvement 
e coal expo rade. 
Unemployment is stij must extend our exports. This we have 
high, though there are been doing. Except for Japan, Britain is 
prospects of a consider- the only industrial nation to increase a 
Mai ——— in the next exports last year. 

f But this was not due to —— im- 
N. E. District: Although provement in international trade, which ia 
unemployment remains hér 
high here also, there is total volume fell last year. It was ratner _ 
a steady improvement on due to the Ottawa agreements, increased _ 


the Teesside and Tyne- inter-Empire trade, and trade agreements _ 


zee 
aries 53 
ee Be 


de, The d steel 
trade, here’ aad ih wake with individual countries. 


West Riding, is forging International trade is not improving. Q 


ahead, and is extremely The onl favourable indication is a 
re. y idi y 
— Rid * alee span tendency to appreciate the necessity. of 


will proæably be for removing barriers and réstrictions. But 


some time in the future. there i is a al ng gap between: this and — 7 
A large ddtrease in unem- * 
ployment is probable in 


the near. future. Se 
5 N.W. District z Engineer- oa 
showing: 


. CUUGENARERESNRRORARARORE 
aeonuenseuareunasnaannni 





ae z — MODITY PRICES— 
fee 4 | DOWN , 


3 1% of her coal from — (1913 100) 


BS ot et impo 
m the U.S.A., yet 
» largely in excess 


whom we want f ‘OOD MATERIALS | 
a fault to be : 


erie seo vals | EXPORTS—UP 


>» 
So < z 


rtainly they are 
than economic. 


an iT be tess import and probe OF LIVING— 


MILLIONS £'s 


her over-high tariffs, quotas and interfer- 
“ence with international trade. 
ITALY’S situation is better: unem- , 130 
ployment down, agriculture up, exports 
down, imports up. But again she is not 
helping towards international trade as a 
whole. She is pursuing a narrow national- 
“ist policy of increasing trade with her 
“near neighbours. If her Italian-Austrian- 
. Hungarian pact can shake off its political 


Opposition, it may ee 
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ve that by i 


e various electrical firms 
ch higher than it is at 
——8 benefit -of the in- 
n. The scheme is 










Hee interesting, id : 
should not be surprised to see other in- 
dustries taking a similar course, if the 
= results from this experiment on the part 
-cof the electrical industry are as good as 
. they are expected to be. 


_ MAKES BAD PAYERS 
PAY UP 

a M any retailers handle their own hire 
a purchase transactions, but in these 
į cases their chief difficulty, of course, is to 
et in the instalments promptly, especially 



















r each of his hire purchase 
ith a home-safe, in which they 
their instalments. The dealer 
ne has the key. We quote from 
tions of the plan: 
pea was first suggested to me by 
jow well the banks were doing 
Be home safes—how quite con- 
mble amounts could be saved easily 
wend without difficulty by anyone with a 
handy place to put small coins which 
could not be got at by the owners. I had 
a number of customers who were not 
paying as they should on their deferred 
< payment accounts, and I found this was 
.. because they did not like to bring in 
small amounts, but waited until they 
could bring in a substantial payment. 
: Naturally, this became increasingly diffi- 
-= cult for them as the arrears accumulated, 
and eventually they did not like to face 
me atall. I had to pay them a personal 


















"his “home safe’ for hire pur- 
hase customers helps them pay 
mo. e Bis esi and promptly 














{ titut- some ‘households. in — for ubs, 
“the standard ‘of < Insurances, and“ ‘other weekly payments 


the younger members. is really astounding. 


-of trading “is really astonishing. — 






“bare truth, I oand Anat. in ‘some 
rohan — the coal. man; 


amount 


There are 
clubs, universal clubs, Nobles clubs, 
I repeat, the business done in this class 
There 
are whole armies of spare-time agents up 
and down the country collecting moneys 
in small amounts every week for these 
concerns, and as the agents are paid 
wholly on commission, they get there as 
soon as the wages are paid, and in a good 
many cases they collect at the factory 
door, and even in the works where they 
are employed. 

“The above paragraph is a digression 
from my theme, but it set me thinking. 
I bought a dozen children’s money boxes 
and placed them in the homes of the worst 
of the bad payers, stating that they were 
to pay their half-crowns or so in these 
boxes every week when they received their 
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major problem for the management 

of those concerns employing salesmen 

is to discover the most satisfactory 
and economical way of dealing with the 
salesmen’s cars. 

To buy or not to buy, that is the ques- 
tion. 

Many big firms maintain fleets of their 
own, buying them at reduced rates and 
renewing them on an 
exchange basis every year. f 
The salesman uses his car 
for business during the 
week and all expenses are 
paid by his firm, each 
man finding his own garage, 
wherever and whenever 
convenient to him. If he 
wishes to use the car for 
pleasure during the week-end, he pays 
for his own petrol and oil, but 
garaging, cleaning, wear and tear of 
tyres and conditioning expenses. are not 
charged to him. 

For these firms whose fleets run 
into several hundreds, the system is no 
doubt good, because worth-while conces- 
sions may be secured, not only in buying 








the cars, but in running and servicing 
them. ” 
One thigg, however, is certain. More 


cars must be maintained than are actu- 
ally fleed@d, since roo per cent of the 
cars can seldom or never be on the 
road at one time. 
defects and servicing must be taken- 
into consideration, and it is practically — 


guaranteed that a percentage of the ant 
fleet will always be out of action. 
. theless, 
g makes this System | “for” bi “Arms worth 
— eye 


dealing in large 
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DAVIS 


Accidents, mechanical. 


Never- 
numbers — a 
sys 1 





‘Being 80 encourag ad Dy 9 
this plan with the worst of our cus 
I thought the scheme could be 
to a number of first-class customers 
would, by: euch assisted paymen 
be able to pay more than the 
agreed to on their agreement, and so 
plete the purchase in a quicker 
the term allowed. I got in to 
the makers of the paies, > 1 
made with. the — — wrn 













































































has — p ovel 
cheaper, SAVE 
incurs NO respe 





Petrol Keay? 30 m: P re) 
Oil. ; oa 2 D 
Washing ‘chart. 
Servicing Uncluding dear — 

bonizing anrd incidental _ 


repairs i — oF 
Tax i) ES Che — O 
AA., eves Ee a 
Insurance o o 
Depreciation... i zE OO 


Interest on Capital . ; — — 





Total t 


A car run on the hire sy 
“Same distance and. for. five 
Can. be. had for an albino 
















ana 


su supervisor. 


achieved for a large 


firmi Leeds, i in a matter of lowering costs and improving 


work. 


as described last month in BUSINESS. 


Here 


Mr. Haselden, of Kriowles Ltd., views the subject of 
Welfare from another angle. While appreciating its 
necessity in business, he has his own method of 
applying it... .. and he, too, gets profitable results 


I ough we do not employ a welfare 
ficer, we have certain methods of 

=- looking after the welfare of our 
my loyees which may be somewhat 
inusual ‘and therefore of interest to 


t sides the workers are apt 
with various maladies as 

J t contact. with certain 

als or. manufacturing pro- 
n this is so it is 

las inhuman to be 
officer in constant 

is not so, however, 

de; A which we are 


i — led in eh is 
iere and- there are 


ye —— — aad pre- 
adne. ey estrain in the 


install ed: for the 
‘These things 


2 are 
Workers. 


— health is a prime 
good service. 


me this committee, which approves of the 
1 a the elected 


been secured by an annual payment to 
the local district nurses’ association. 
For us the sum is smaller than we 
should pay to a welfare officer, and for 
the nursing association it represents a 
valuable and regular addition to the 
income. 

A register of every employee who 
visits the first-aid room is kept so that 
we can tell at a glance the number of 
times an employee has received atten- 
tion for any particular ailment, the 
nature of the ailment, and the remedy 


FROM AN INTERVIEW WITH 
LESTER HASELDEN 
Managing Director : 
Knowles Ltd., Bolton 


x% 


Two important points about 


| this welfare policy is that it 


looks after the juvenile 

workers and keeps old 

pensioners happy on light 
but useful jobs 


which has been applied, This enables 
us to keep an eye on the general health 
of the staff and to find out where we 


can improve it. 


This Committee is the Real 
Welfare Centre 


The committees are elected by secret 
ballot and consist solely of workpeople. 
Besides attending to the social functions 
of the welfare work, the members of 
the committees also sit on a central 


committee which is composed of membe 


bers taken from the elected committees, 
and a minority, elected from among 
foremen, managers and directors. In 


committees, 
be discussed, and the 


3 s of it are enc ae to bring, ye fe — 


itsel 


runs 


point will work in sympathetic & 
operation with them. . 
One of the major activities of a 
welfare officer in a textile mill is the 
supervision of juvenile labour. Ma 
young people are employed who. hz 
come direct from school, and 
welfare is a matter for very 
consideration. Some of the olde 
ployees supervise them in their. 
training and work, and in our cas 
their leisure time is looked a 
some of the older employees, who 
in rotation the duty of supervi 
games and sports in the cag 
“olub nights” which are he 
evenings per week in the 
There is no alternative for young 
than loitering about in the streets u uf 
something of this sort is provided 
them. The firm provides coffee 
biscuits for the employees w] 
present. 


Special Jobs for Old ase, 
Pensioners 


Employees of long service are“ 
forgotten. Some are pensioned ol 
accordance with their particular ne 
which are investigated carefully be 
retirement, it being our policy n 
fix a pension that cannot in a 
be continued for life. But if at 
possible, we encourage those who 


reason of age or infirmity, cannot cc 


tinue the work they have had for 
long, to work at a light job in one 
our departments (known as the “H 
pital’), for which we can pay th 
enough to enable them to live comfort 
ably and not become a charge upo 
their relatives. It is our experienc 
that such people, both male and female 
are very much happier, and remai 
active much longer than those who 
having spent a lifetime in the mill an 
leave, ” feel the loss of associates sorely, 
and feel discarded and useless, besides 
dependent. So far we have been able 
to find enough easy jobs to deal with 
all who required one. | 
We believe that all this has san 

lished ago d feeling between all of us 

t amity and confidenc 

“be very sorry to los 

no labour digputes f 

these mil ls, except 
















While this article relates to a 
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— —— factory the system applies to Al 
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Stocks in store always represent. ‘cash. = 
can scon lose money if not handled prot 
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cularly effective form of bin "a By Wm. JOH NSTONE, — 
“It shows quantities in, out : : EE 

“also max. and min. stocks | E 
I EAEE records, with an undoubted saving of bin cata b 


i atu time and trouble for everyone con- by 
e of materials naturally — 


rovision of adequate lf the stores | 
dation for their storage, 50 value, it is absolutely necessary that — 
due to natural causes (apart complete records of receipts and issues ores 
rying other reasons) are of all materials are carefully kept. 

) The method of recording most suit- 
able to the majority of furniture 
factories is that of attaching. bin record 
cards in a convenient position | at the 
actual place where the material i in ques- 












are to be of practical 



















tely, in some cases, the 
anufacturer does not realize 
, and leaves his stores in any 
































tly hold them. tion is stored. 
_ Materials in every form represent the This bin card shows simply: 
investment of so much money, and (a) The quantities received and the 
therefore it is only reasonable to check purchase order number. _ 
d account for the expenditure or con- (b) The quantities issued. to produc- 
sumption of the money, just as one tion and the material requisition 
~ would check and verify the entries of a number. 
~~ cash-book. (c) The extended balance, which is, 
s naturally, the quantity left on 
The ‘Right Equipment Helps — — 
- | Accura te Records ave Illustrated one setting of a 








card which is used in John McGregor 
‘The sound manager will provide suit- & Sons, Ltd., factory at Renfrew. It 3 

eceptacles for all classes of will be seen from the illustration that Cee as that 
; i. Small items can conveniently the bin card shows at the top the mini- cealed the fact 
. be. st ed in metal shelving, trays or mum and maximum quantities which exhausted. ce 
Q while more bulky materials can be stocked, serving thus as a con- To those firms w 
uire bins or other suitable stant reminder to the storekeeper when complete stor 
Despite the ease with stocks are running low. and keep th 
i nost firms can assemble wooden firms who ha 


I think metal shelving has the 


| necessary control, 
ge | in its lightness and fre- Movements Must Be Entered because organiz dos 


At Once many pounds: per. 


w ee cs — . and production: eth 
To ensure that each receipt is (ed cad bce or “I 


properly entered up, the entry on the purer” m Ed.) 





























— Hach separate item of stock carried 
< must have its own distinct place and 
its own particular reference number or — 
symbol, by which it is always known. a 


A simple system of numbering which 
STORES — ; ITION 


















— ai 


-= gives good results is as follows: 
3 h passageway or aisle in the — E Saoeaww 
red by a distinct letter of the MATERIAL BOARD N? 2/7 
t, and each upright division in e | 
/ is numbered consecutively, 3 

shelf or rack in the division | quantity | WEIGHT 














mie TSP LBS 














d used in production. Then 
7 %night be the reference num- 
: handle on a — — 













































1 during a long peri : 
removed. ‘It is also + 


— joints, etc, are apt to be intel 
and probably require repacking 
leaks in pipes, broken flanges and 
joints may be overhauled at the 
ine. 


Look To Your Floors 


It is found in most factories 
floors are constantly wearing ow 
machines, especially in truckway 
in aisles. Not infrequently, ope 
standing in one position near a m: 
will wear through a floor in a sı 
ingly short time. This is the ti 
repair and smooth floors. The 
liquids on the market which are £ 
spread over the affected area 
harden a floor and prevent its 
ing”, For concrete surfaces sh 
signs of wear there is a liquid a 
as a powder mixture which, mixe 
cement, makes a new floor surf 
steel-like hardness. 

For exterior surfaces of factory 
there are many waterproof, 
weatherproof paints. 

Many of these paints, too 
used with equal success i 
where steam and other 
factors destroy wall finishes. 

Fire-pumps, too, should be - 

: Electric scrubbing - polishing machines amd all er and other fire-fi 
“systems: should be enormously reduce the time and labour apparatus examined and checke 
l med, — mainpipe lines cleaned necessary to clean floors, whether of rough or Lifts, also, may well be exami: 
o that any sediment which may have smooth surface (Continued on page 32) 





nay and — affords the oppor- 
tunity for creating more effic tent 


he foundations for better wore, 
a factory there are many things 
onsider in a clean-up schedule. 
ere is the power transmission system, 
which should be tested and thoroughly 
leaned, Shafting should be aligned at 
east once a year. There is also the 
epainting and revarnishing of all doors 
nd partitions, and other portions of 
rooms which receive the hardest ser- 
“It is.as well to go over benches 
and floors with vacuum or electric 
leaning appliances. Such surfaces 
ene also be scrubbed thoroughly. 
Me electri ic _floor-scrubber 





























oa pane ‘to cover more 
— can be cleaned in the 


e “finish ae a 























A Simplified Offset Lith 
Printing Plant for Lette 
Press Printers... | 


What yot 
want 
in your 


Establishmen 
isa 


ROTAPRIN| 


OFFSET LITHO MACHIN 


Which reduces production cos 
by as much as 50% 


LESS TYPESETTIN 
NO BLOCKS 
NO MAKE-READ 


Quality, Speed and Econpmy. 
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CASH OR HIRE PURCHAS 





o efor particu lars ar 
Lon your own prer 
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for pen posting 






a We used removal vans, of course. But what if there 
had been none? What if there had been no means of 
transport whatever ? How would the many tons of sample 


| any. de i 
 geegrap 










A ready answer is provided by the easy 
ortability of all Kalamazoo Equipment. 



















Those samples would have made the two-mile K | 1 Re wee 
yurney from Grosvenor Place tucked under the a aimaZoo a 
rms of Kalamazoo enthusiasts. I for visible recording 
What about your accounting and record- I 
g equipment? Is it easily portable? If 
fe) think of the inconvenience, the waste 

f time „the useless miles — yes, miles |— 
amped up and down your office floors 


















but easy portability is only one of 
many Kalamazoo advantages. Here 
are others — 

< For Pen Posting 

Every. account current and 


easily’ found — book ar- K ah I ail AZQQ simplifying ina Sur sing way 
“ranged or re-arranged in i j already satistactory, Thereigna. 
a for Machine Accounting. PEE ie RUSE ve 
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Branches in all leading Provis 











By o o 
E. D. MARTELL 


FAR WILL IT GO 


motorist cannot live by speed 
3 is independence is not really 
mbracing. His needs are just as 
if not more, than they were 
n he journeyed by train. His car 

st have fuel during the journey. 
t the start and end of a journey the 
is generally provided for by a 
ze. During the journey, by a road- 
garage.or service station. The 
ast-growing needs of motoring have 
used the service station to multiply 
rapidly *along every important road. 
he service station is, in fact, the 
ts’ greatest necessity. It makes 
by-pass possible by allowing him to 
thout the help of town and city 

and be 


essi efits of the 
owledgec 


twenty years’ time, and we continually 
hear of huge road developments 
planned for the future. But no one 


_ Seems to consider what all this will 
< mean to the service station. It is signifi- 


cant that a service station rarely 
remains a service station for long. It 
either closes down or grows into a fully- 


equipped day and night garage. More 


significant still, its proprietor gives up 


motoring out to it from the nearest 
“town every morning; he has his house 
built adjoining the garage. Soon we 


find he has thrown his house open to 
visitors who may stay to tea or supper 
and thus refresh themselves when they 


refresh their car. 


These are the Growing Needs 
of Road Travellers 

Thus there are four links in the chain. 
Service ‘station, garage, house, tea- 
rooms. But already in many cases a 
fifth link has been successfully added. 
This fifth link takes many forms. The 
service station owner’s mind follows the 
same channel up to a certain point. His 
first idea is to provide petrol and oil for 
the motorist, then to add full garage 
facilities, next to increase the value of 
the garage by being always on the spot 


himself, and finally to offe 
food and drink for 
tion, = O a 
The necessities of trave 
catered for, what is the next de 
ment? The most obvious, and pr 
the most popular, is a 
restaurant providing breakfast, 
tea, dinner and supper along the 
up-to-date lines. From such a dev. 
ment it is not a long step to a 
where travellers can not only sta 
night but can remain any : 
time if they happen to like th 
and feel so disposed. J 

A row of three or four petro 
having now grown into a fully 
hotel, even the most enterprisi 
prietor might consider resting on 
oars. But an hotel which is w 
patronized by people who can afford te 
indulge in at least moderate spending 
will not long stand lonely. The motoris 
having refused to come to the shops b 
avoiding the towns, the shops mu 
come to the motorist at the place where 
he deigns.to stop. And since. there 
would hardly be enough trade to sup- 
port every kind of shop, it is natural | 
that the type of shop which would grow | 
up beside the service station-hotel — 

(Continued on page 34) 


““... THE RACE WILL BE TO THE SWIFT” ae 
This article may project a little into the future—but not a 


Marketing so near, 


YOU can capitalis 





THE FORCE OF THE 


in your business is assured by Planning for To-morro — 
you are Building for To-day. — 
baut the question is where should Planning start, 


Right where you sit—at your desk—begit b 
examining your desk critically. ‘Does it really help o 
does it hinder? - 


If your desk is merely a storehou 


at a modest cost. | 
ped LIMITED Booklet 505 on how - : 
edized Office Equipment Office a profit-producin g facto 
louse, 15-19 Kingsway, London, W.C.2 _ business sent FREE te 


: a 
lingham, Bristol, Glasgow, Liverpool, 
-Newcastle-on-Tyne and Cairo (Egypt) 


We System that 
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SUCCESS 
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The “ Addressall” 
indexograph is a 
combined record 
control and address- 
ing system that 
embodies the high- 
est degree of effici- 
ency and accuracy of 
any process in the 
world of mechanical 
addressing. 


TLELI ES. 
b: SE Se WH BE Re 
82 8G BE RE EEK. *% 
— Re BH EB Se ee 
weg HRSG RARE RE RERS ST 
BERR? * 4H OE BH BR se 


ea 


| The unit is entirely one-piece, containing no metal 
and with. both sides available for recording purposes. 


= des- uses are innumerable. For the small business ase 

well as the large the Indexograph is indispensable. 

_ Used in conjunction with one of the many types of 

_ Indexograph machines all classes of mailing matter 
can be carried out accurately, efficiently and without 
: need for skilled labour. 


Please uate for Leaflet S.1.. No — 





ELIMINATE UNPRODUCTIVE LABOUR. 
IN HANDLING YOUR MULTIPLE FORM 
_ WRITING 


That's a good 
name n 
wireless!” 


Ask us to prove to you that we can | 

save you £1.6.8 on every 1,000. 

Multiple forms completed in your 
office 


SPEEDOFORM | FANFOLD | TRANSKE 


vell. That is why 


te ee F VORP: — VALUABLE cara b ole 
iphone Voice. Writing to | — =, mesons * se dined 
— PORRAL AH itz FeO 

— ihe Metropolitan 


sim plify the routine of corres- d Toy Sr retaed e urgent need for protcleney In thole 
a waa rt... 2 dUisées) * to discover in the Collega 
the ne one 


pondence, to lessen effort, save | Ag Mann Eo aa 
time, and greatly increase output 


THIS 


BOOK FREE 


— The “Guide to 
ee ee Write for particulars Careers,” ig noè a ey ais af 
one booklet but a handsome Se = 5 
THOMAS A. EDISON LT (alles at dels" O 
_ includes and deals in a vividly * and thoroughly: 
; interesting way wihi? P — acquire Ka What thay ; 
. The phepomensi growth of the Metis ave one algo can dae: 
retagial and Accountancy professions- Specialised Postal Training in 
the prospects therein. Accountancy, Law and Commerce, taken 
t The Examinations of the several | bame in spare time 
professions aiphcconuttancy and Seoretarial a — 
Societies, the lostiiute of Cost and Works Be mast delay your own success! Procure now.. 
Accountant, etc. æ YOUR copy of the ‘Guide to Careers in Secre 
3%, Professional Preliminary exemin- | berpshig, Accountancy, Law and Commerge.” : 
— Matric, ee — B Se. | Simply semd coupon. 
can. B. Com, ane «iby MEGS, BEC. a 
4. How te emer ior these sameie OUPON—P OST Ni Ow! 
ations = subjects ~~ feng — exeraptions,: Fiease send me~-without charge or. 
ete. ebligation-——a copy of the — — 


& The best method of study: epecial- dd: —* * 
ised postal training, taken wf. hare he: page: PUDE TO CAREERS, 


spare Lime-specimen geuaty norem o 7 Eat, smi e. 
& Practical (non-exacaination!. — 

Courses in all Secretarial, Aceountanny 

and Gomumerial Subjects. ay 
7 The work of the College Agares | 


i * A —— —E s 


Also upto datet : 
E CIVIL SERVICE f 


Guide. 32 








ust how well 
J accounting... ma- 
=< chines can. take 
8 over the bulk of 
book-keeping work 





the ever increasing 
‘number of firms who 









day 
a d ledger by 








ao mechanization, 








: their — —— on 
thods; retail and wholesale 








fs handle yet larger volumes of 
isiness. by more scientific —— 


machin Leok keeping —— the 
i stallation, but that they 
ccuracy through perfect 


“This s What Mechanical 
| Posting Does 


The established principles of book- 
seping which are commonplace to you 
e not altered. when the work is 
echanized. It is merely that many 
angle operations are telescoped. Pro- 
‘dure is simplified and the handling 
‘ details is standardized. 
Owing to differences in design among 
ie various types of accounting machine, 
ie operations required to produce a 
ven result are often dissimilar. 

The prospective purchaser of book- 
seping: machines may, for instance, 
1oose from four distinct types: that 
evelopment of the adding machine, 
ih as the twelve key machine for the 
pid posting of customers’ statements 
34. ledger accounts where written 
are not essential. ene 





‘most customers like a full account, not 


cis demonstrated by. 
and duplex main totalling registers to 


“machine have direct or complementary 


oasm for special 
+ computing of 
=- Machines which accumulate or subtract 
ro amounts as they are posted to different “~~ 
columns are called cross-computing. or. — 


— so; insurance com- columns can be performed simultane- 


ntrol and the smooth. 
— volume of ae g 


g% ab — 











merely a list of charges which they are ing 


unable easily to identify. The machine ©! 
has 
column ‘registers and cross casting 


single column registers, single 


Debits and credits ar 
total of. each | 










register, single main totalling register 






enable it to perform adding and sab- 
tracting operations. 


More elaborate types of the same 


: A ivi dl 
machine prints also a complete de 
record of all postings on a strip of 


subtraction and multiplication mechan- inside the tally = ne en 


work such as the 
interest on deposits, — 
act 


























cross-footing. Those with registers for ~ 
vertical computations are known’ as 
vertical computing. 


- Thus cross-casting of from one to — P 


ously with vertical addition. Totals subs 
are transferred from one accumulator es 


é¢ YE S 233 
replies Mr. C. H. Costello, ACIS. ACM 
in this article, because... . 




































Time and labour involved in the old hand methods. reduce 
one-half to two-thirds. o 


Reduces to a minimum errors due to the human element. “The few 
which may occur are easy to find. An o 


Customers’ a/cs. always fully written up. 
Statements out promptly to time. 


GIVES HEAD OF THE. BUSINESS . 
DAILY CONTROL THROUGH 
CURRENT FACTS instead of ineffec- 
tive control through week or month 4 
old histories. 4 


+ + + + 





























associated ‘with 


: spring- 
eaning” in ihe home, 


yet “how 





: progressive manager of the firm 
for which I work, realizing that one’s 
u oundings — affect one’s working 
city, gtanted his’ typists, four in 
ber, the gum of 415, to rejuvenate 
i ice. He gave them an abso- 
fees hand to do what they 
and rarely in the history of the 
ere been | as more successful 




































The ce theo 
— sta d; the green a diste pered 





their own Office 
months a the. year are 


| offices ever get a regular Bpring⸗ 





ali the furniture must be scrapped. The 
large table, which accommodated three 


typewriters, rocked badly on a broken 


They said, “The home 
gets a yearly spruce-up. 


Why not the office?” 
They wrought a meta- 
morphosis for £15 


— leg. Anyone who has tried to type at 
a fairly high speed on a rocking table 
will realize what this meant. 


The senior typist had a desk of her 


.. Own, with chair to match. They were 
painted 
e worst type of Victorian office furniture. 


atrocities, examples of the 


— cork: carpet, but it had large holes 
- which were both unsightly and exceed: 


| "decorate. 
adjustable chairs, recent acquisitions 


: : "worked thros gh 
upholstery of the seat. r 
For floor covering there was. bro 














ingly dangerous. 

With. only fifteen pounds, to 
and  re-furnish, it was 
necessary to ‘‘budget’’. The money 
was apportioned as follows :-— = 


Re-decorating . {£4 10 o 
2 Desks . . £3 19 0 
1 Table . . 1 10 © 
x Chair. 13 9 
Shelving . . £2 0°0 
Floor Covering {1 10 o 
Curtains . 7 6 
Sundries (blot- 
ters, ink-pots, 
C): : 9 9 
£15 0 0 
it seems inconceivable 


decoration should be done for, 
small sum as £4 10s. but the « 
employed an out-of-work. 
who seemed to think himself q 
He was very interested in th 

suggested a colour scheme. The 
were changed from ‘institution : 


(Continued on page 33) 


















nti Ltd, well known as manufacturers of 
cal measuring instruments, have developed a 
{ strument dor their own use, It is a device 
a hich photo-electric cells are made to count 
e unitgof production in the works, and to record 
the results on a chart in the office, thus enabling an 
xecutive to have a continuous visible check on the 
factory output. 
> o Inthe chart the vertical lines B are produced by 
: photo-electric recording mechanism. They ate 
drawn at intervals of 4 minutes and, in reference 
_ to the scale on the left, show the number of units een At. a 
output in each 5 minutes. The bar A is adjustable is — 
by hand and connects the record with the base — 
Scale on the left. It also shows at a glance by what 
| Margin output in any 5 minutes differs from the 
re-established datum. The figures C give the : 
tegrated record of the output to date. o 
"he figures D are given by the clock at a rate established for the datum setting for the day. W 
fin the clock dial and the integrated record of output at C read the same, At oth es th 
gs at any time in the day show to what extent the actual output is above or below 3 d 
2 flock itself is one OF a. series ai the frn sown synchronous units fitted through 
nent stands. on.the. dude Ferranti, » Director of the Company 





































the output is andy normal these 
erence between the two sets of 






ation and this Ree combined 
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greater confide 





market, the salesmen will have confi- 
dence in them because they have grown 
; to nivo absolute faith in the firm. 


How We Created Markets 
- Overseas 


The third year was spent in making 
fe plans for the nation-wide increase in 
















r ‘Agent for the neigh- 
; year, also, we had 


ā ne known to retailers, we had 
sed fairly extensively in trade 
į This, as a backing for our 
kwas successful, but in addi- 
Ought in numerous inquiries 
ign “countries. Accordingly, a 
rket being opened to us, we 
"appointed agents for various countries 
overseas, and gave a good deal of time 
to the deve opment of that side of the 
business -also oo 
= Our. plans for the nation-wide distri- 
bution of our new products were not 
suddenly put into operation with a 
-great show, but the actual ground work 
-was done by salesmen and commission 
: agents, who gradually extended their 
fields of activity, persuading retailers 
who had then never heard of us to sell 
-our products, with the promise of wide 
advertisement inthe near future for our 
leading lines. 
By this time other new products 
` besides liver salt were ready, but 
¿we did not hurry to put them on the 
market. 
The success of the “try-out of our 
new line in the North during year No. 2 
was vouched for by the fact that in 
-1933 a well-known firm of merchant 
distributors with an enormous connec- 
tion throughout the United Kingdom 
vand abroad, approached us with the 
object of acquiring the sole agency for 
the country for the chemist trade. An 
; arrangen’. t.was made with them, and 
consequently we were able to enter on 
the fourth year of our plan without the 
least fear as to Me pons 








‘Plans 1s for this Year Include 
: „~ Advertising 


— | So we come to this present year, 















"Fi irstly, 


in trade, which 






: which they: ‘were selling, and would | 
‘therefore tackle their prospects with“ 

we. In this we were’ 
successful, and in the near future, when“ 
still more new products are put on the 


E is. 


is more ready 
Secondly, our] 











tion for advertising purposes; P ihe 
money. spent on it was kept strictly 


within the amount budgeted as reason-| — 
able in view of the: anticipated sales. | SS 




































































We were more interested in ‘‘putting 
across’’ thoroughly one particular line 
than in casually mentioning every line. 
So the national advertising was con- 
fined solely to liver salt, and we were 
thus able to advertise this product 
thoroughly, making every possible 
talking-point. A good many selling | 
points were based on the container. 
This was not in mind when the con- 
tainer was designed. 

The container was made purely with 
the idea of utility. Unconsciously we 
had provided ourselves with several 
first-class talking points. For instance, 
we were able to use in connection with 
the large bottles of liver salt, the 
phrase: “‘You can get a spoon in it,’ 
a convenience which is lacking in most 
bottles, and in the case of the tins: 
“The powder keeps dry because of the 
rubber-lined lid.” The other new lines 
may be subject to the same try-out 
later as that which the liver salt had 
last year. We anticipate an equal | 
success with them, for the name of the} “" 
firm has now been nationally adver- f 
tised, and in itself will act as a recom- 
mendation for the lines which have not 
in 1933 yet received that distinction. 
Their turn will come later. 


— irete 
ake RANGE. 


We Shall Now End One-Man 
Control 


By the end of this year we isa and 
expect that the firm will be completely | 
on its new working basis, as an inde-]| 
pendent producer and distributor of} 
goods for national and overseas con- | 
sumption, Then, when this state of 
affairs has been reached, will come 
the time for the final delegation of 
authority. While we have been in the] 
process of reorganization, it has been 
essential for one man to have complete | 
control. | 

Now there will be time to train 
younger men for future control by 
giving them a measure of authority 
over the organization which is already 
working smoothly. They will get a 
general knowledge of the working of the 
organization, and they will each have 
a department to manage, with the 
general mamager keeping a weather eye 
on allethew activities. 

Finally, I would point out that in 
our activities we have been singularly 
well-placed for reorganization, because 
we had an assured market for our old- 
established product which would, all | 
things being equal, continue to make a | 
certain demand on us whatever hap- 
pened. We were. not faced with the | * 7" 

3 of. expenditure wi af: 


(which ensures — and ela 
GUELPH Casks are among th 


























E an this may sound a trifle egotistical, 
| but, it certainly is not written in that 
‘spirit. We pass on our experiences, 
such as they may be, to readers. of 
Business at the special invitation 
ithe Editor, merely adding that a 
| little success. which we may hav 
‘| achieved has been due to a good pro- | 
| duct, careful and efficient planning and j 
| full use of the personal and: human 
element in all our business contacts... 







THE 


J i “low Cost” ‘Model No. 28 
= CROSS BALANCE 
‘COUNTING MACHINE 
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ure nase an Accounting Machine until you 
; the Remington No. 28 

































Poe | wous\irith: vertical’ 
full Particulars—which will place you } | gens wie ae — — 


under no obligation p | takes the place of the ale slip 
> or other original record used as the 
dedi | 


on the other mee: ofn 






kd 













4 2 A usual, 
$j plan. With the former the ledge 
Pi statement are posted at separate 


o a aie Then by comparing the balances: o bot 
A C H i N E c § | ledger and statement, the items are.pr 
> | as posted to the correct account, anc 


@ | balances correctly extended if, at the co 
' | clusion of operations, the two amoun 
a >| agree. In practice, however, this pro- | 
? cedure is almost superfluous, for with a < 
, | competent operator, errors seldom occurs 
With the combined plan, both- ledger: 


REMINGTON TYPEWRITER CO., LTD. $| ant statement are posted and proof “of 





the dual plan and the posting à d 






































ee z i both taken at the same time by totalling. S 
100 GRACECHURCH STREET r , LONDON, E.C.3 On some machines the statement is a 
Phone: MONUMENT 3333 f |} carbon copy of the ledger, or vice versa) | 


on others, by means of a divided platen, . 
ithe ledger sheet and statement are pro- =, 
-sided for at the same time. Items posted. | 

to the ledger and balanced are autos = 

matically repeated on the statement: — 
The first step in posting will be to pick. _ 

üp- the “old balance’, i.e., the amount i 

due to, or owing py, the firm. Next, the 

posting of debit, or credit is performed, 
| the “‘new balance” thus arrived at being 
then: printed on the card or ledger’ sheet 
by. taking a sub-total. 
|. The proving of postings can be done in 
|} several ways. A carbon record can be 
| made of the postings for comparison-as to 
}| total. with a predetermined total arrived | 
t isting independently the original. 
esting mediums, — as sale® slips and 


Sa aC FAAEE E MMS SOLED RA TBR MA eS — eee r . tçb(: ,. NN Ah 
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‘SEND FOR ONE ON 
_ APPROVAL . 


Convincep of the superiority of our Appoint; 
ments Alarum Watches, we will send you one 
for seven days’ trial, without any obligation to 
purchase unless you are thoroughly satisfied with - 

“Ete Our watches have been T for — — of 














— in rinni ani aanta, aA TERS 














n bank accounting, tof 
credits separately, i.e., 
d at-one time and all ff 
<It-sbould perhaps, be 
the double entry is: 
the entries are made they: 
o ed and the final total con= 
stitutes the c entry. Thus, in a 
department. store, the total of all sales 
slips gives the "‘Sales’’ entry for the day; 
whilst the tair gia ledger sheet postings | 
to: personal accounts provide the contra. 
Apart from the description of the entry ‘g Get through instantly 
the. work of the machine on a debit item to any departmental 
is simply to add together the outstanding member of your organiz- 
balance and mew charge, to give a new ation, without turning a 
balance to be carried forward. In similar dial, calling Exchange, . 
fashion, the work onthe credit item is to - holding än earpiece, or 
übtract the new payment from the old -oakin inks. an unsanit- 7 
alance when the new amount produced speed | 




















INTERCOMMUNICATING— AUTOMATIC 
LOUD-SPEAKING~—The Dictograph Tele- 
poon System enables you-as Principal- 
y the merest flick of a key—to 








































nstitutes the reduced new balance, ary mouthpiece. 
ilst all this is being done, the machine : 2 Talk naturally to him, 
ccumulating a ‘total of all the items so without raising your voice 


o provide the total for checking pur- and without moving from 
By hand, the book-keeper would your seat or even from 
the various entries in appropriate your usual attitude. 






leaving it until the end of the 

















th to take a trial balance. In Hold a conference 
p of error a time-wasting search between several of your. 
E necessary to find it, whereas by departmental “‘heads’’ 
“each day’s postings are verified, | | without anyone leaving ... 
Fsince all computations are mechanic- |. his department £ oe ae 
My made, the possibility of arenes) less” xia 






































error is ee 





Weigh Up These Advantages 
and Savings 


What now can the average firm expect 
the result of installing accounting 
machinery? , Pugu 
“ The capita’ expenditure may run away 
with the equivalent of the salary of a com- 
petent book-keeper for, say, a year, but 
in each of the following years something 
like two-thirds of that salary will be 
“saved, because a girl can do the work. 
‘Moreover, a greater volume of work can 
be handled without further expansion. By 


having daily proof of the correctness of — 2 
; nape pare, ee which the machine DICTOG RA PH TEL E J 





makes possible, time and labour are saved London Office and New[Showrooms ae — 
and trial balance trouble and delay W 8 
avoided. The profit that comes from the Abbey House, estminster 


‘elimination of the human element is no Telephone: Victoria 5714 G Iines} 


small one, ‘as. the foregoing outline of Head Office and Works: CROYDON, OLNI 
operating ‘giettiods makes clear. In con- BRANCHES LONDON, MANCHESTER, BIRMINGHAM, GLASGOW, DUBLIN 
cerns where book-keeping services are used BELFAST, LEEDS, BRISTOL, NEWCASTLE, TORK, | Ee | 


‘there. is no feverish pursuit of elusive 
figures and: totals such as pen methods 
produce, - Customers’ accounts are always 
-written up. Monthly statements are got 
out punctually to the day, and collections 
respond accordingly. Accuracy cuts out 
disputes and prestige is advanced. But 
the most important, the very keynote to 
successful business. in these days, is con- 
trol, undoubtedly-—by which we mean not 
‘the results as reflected by figures at the 
end of the. year or the month, but daddy 
: esults, — 
Mire Gordon Selfridge controls his vast 
business by carefully selected analysis 
figures presented daily. He knows how 
usitiess ie going while it is going. That 
is where the accounting machine isso 
It-enables the principal of the] ~ 
_the statistical control es 
factor in success; to” 
a single sheet of 





towards better trade by cutting out wasted Hinudes. 
never more valuable—be sure that none is wasted in unpt 
The GLEDHILL-BROOK. TIME RECORDER jg 


against unproductive minutes; it will 
encourage puree ee its. ciai is 









































THE 


ie purrs 


meet the 
demand for a 

le a — efficient appar- 
; by which the merest 
e is able to — 


| to make in duplicating ink. 


1 would’ ask he members 


write any complaints which heya may 

I could then 
send duplicates of the complaints to the 
persons responsible for their correction, 
Coming in the salesmen’s own hand- 
writing, these would have the force of 
personal complaints, while on the other 
hand the salesman would realize that the 
request to write in duplicating ink meant 
that the complaint must be a real one, and 
it would act on him with the same 
restraining effect which most people 
experience in writing for publication. 


+ 
lf | were 


|A TAILOR 


I would put a packet of book- matches - in 
the match pocket of every suit I sold. 
Nine times out of ten a man forgets to put 
matches in his pocket when he wears a suit 
for the first time, and he would be pleased 
to find that I had foreseen this. It is quite 


| probable that he would be with one ar 


Zes Wit the aa 
r Offer a substantial 


and 200 leaves ruled stock record, 
— Ok: Aouble. ae sent om 


~and walls and 
| important part in any lighting scheme. 


PAINT and CLEAN-UP 
(Continued from page 20) 


this time, while all other mechanical 
contrivances should have a similar 
inspection. Electric lighting and power 
equipment is an important thing to 
consider, and should receive a careful 
survey and check-up in the general 
spring-cleaning of a factory. 

Factory workers’ output responds in 
quantity and quality to better lighting 
ceilings play an 


Where the question is one of getting 
the utmost out of the available light- 
ing, and mental stimulus by colour 
environment is not so important, white 
has been found the ideal wall colour— 
as one would expect. White has the 
highest power of light reflection, but 
mere reflection is not everything. 
Lighting engineers seek diffusion so as 
to avoid glare and consequent eye- 
strain. Hence the perfect white wall 
surface has an eggshell sheen which 
gives utmost reflection plus diffusion, 


and eliminates glare. 


Reducing The Painting Bill 
It may not be known gen@ally that 


~ | Home Office regulations, whigh impose 


| on the factory owner the expense of 


lime-washing every fourteen months, 
permit him seven years’ rest if he 
paints his walls with certain materials. 

If he elects to use a washing dis- 


— temper he need not repaint for three 


In either case the saving 
* d in pe ae — fc l 


m oe me Kindly for i a —* 
visit my shop again. 


+ 


If | owned a — 
*‘FACTORY-IN-TH E-FIELDS? r 

I would take steps to have its whereabouts 
clearly shown by a small map on the: flaj 
of the envelopes and on the letter-paper 
that I used. Most factories of this sort 
are in the heart of freshly developing _ 
country or. in the outer suburbs of towns . 
where roads are often still under construc- |! 
tion and buildings difficult to locate. 
Visitors to such factories often spend much 
valuable time in finding the place, 
although the factory may be a mod 
what a factory should be, time. wast 
causes tempers to fray. Another-aidy 
the “explorer” would be a series o 

posts on roads in the neighbourhi 

the factory. They need not be un: 

they would show. visitors. that 

anxious for their convenience 

ing as advertisements to: be seen 

Peer ey: p 


"One ‘paint, gioni it co 
what is known as a water pa 
mixed for use with water—and 
quently. produces a dead fla 
which is extremely restful to. 

On office, warehouse and facto 
tions of wallboard it is as effecti 
it is on plaster walls. 

In an office it is the season fori 
ling new equipment, or overhaulit 
office appliances. Look to your 
writers, your adding machin 
other labour-saving devices. Are 
giving you the maximum of s 
Perhaps an overhauling may speed 
their work. — 

Office desks can be made new agai 
with a thorough cleaning and rubbin 
down to remove the gloss, then varnish 
ing with the right kind of varnish. T 
same varnish will give a new lease of 
life to office cabinets and cupboards. 

The office floors—where they are 
uncovered—or the floor surrounds, stair 
treads, etc., can be treated with a 
tough, hard-wearing material. It is in 
effect a liquid linoleum, and is brushed 
on like paint. 


Spring is a good time not only to o 


examine the fire-fighting apparatus. of. 


an office.or a group of offices, but to — 
look into one’s insurance policies... Is- os 
Many firms 
add new equipment during the year __ 


your office fully covered? 


which is not covered in an old policy 


and might be a total loss. should fir 
occur. | Not only. should fir : 
i be take to go over ali policies affecti 
o ess. 


policies be 


nity. she 





for repaintinj 
One man can f 


, Light avel at ithe stupe idou of 
p} free from unsightly "brush marks” per second. Yet space is so immense tha : 
) runs, sags, waves, uneven edges, or elapse before the blaze of light which heralded 
other disagreeable features that seem to distant stars is seen on earth. Speed v 


: o with the older brush method. An : 
; additional precautionary measure is to parison. Some p eople still believe. ten mik 


| stop all weak places on roofs with a So it is—in a wheelbarrow. 
plastic. compound : that sticks to any 4 2 cs 1s © 
_ surface, and makes a roof watertight at The essence of modern business is s 
į nominal cost. facture, distribution and marketing. ‘Withe 
ee ee — — mount to a point where buying i is discour oe 


Nearly twenty years ago a man 


‘ po You BUY CARS— | | principle in record keeping. Kardex mt is a 


(Continued from page 17) | | on the simple fact that sight i is the fast te 


Bnd during week-ends is so heavy that | a aip 
ionately higher charges can bef To- day it would be dificul t t 


thereby making it doubly possible 
ie business man off lightly. 
pll-in price includes a valeting 
y which every car is overhauled 
once in three weeks, or more if 
|} Each car is taken to the work-. 
S, where a large staff of experts is | 
ployed in ever-working shifts. 
The oil is changed, the brakes examined 
and adjusted and power and petrol con- 
umption checked by scientific machinery. 
The cause of the weakness or trouble can, 
re, be identified and remedied. 
-is placed on a vibrating | 
which wakes and tosses it about | 
it w assing over the worst imagin- 
pot-holes. and bumps. Every squeak 
is in this way able to be traced and cured. | 
Finally, any dents or scratches are | 
“removed from the body and the uphol- 
stery is cleaned and repaired. This is | 
important, for a smart-looking car is good . 
salesmanship... ne 
‘he. hiring system, looked at fror 


honses : better. athan owning their > E oo = Name FORA P RE EN ORR TEE, 
‘Moreover, the guarantee that they will | 
“have the required number of cars on the Address 
road, always in good condition, is an 
important advantage. Another considera- 
tion is that the all-in cost is definitely 
known, and no extra charges can be Fo 
i sprung upon them. The hired car is also Executive socos —— ——— — 
the answer to that frequently embarrass- 4 
_ ing request made to the employer for the 
|. privileged use of the firm’s car in which 
~ to joy-ride. For the large business houses 
_ --its use would seem mainly to consist in 


spall des, onk in exes of ordinas | WALLACE CLARK & COMPANY 


— — — CONSULTING MANAGEMENT ENGINEERS 


THESE TYPISTS SPRING- Industrial surveys and installa- 


tion of management methods: 


CLEANED THEIR OFFICE | planting, costkeeping, stores- 


: |. keeping, budgetary control, 
C tinued 6 : 
ae From page 26) executive direction and 


policies 


; — attractive duli orange colour, and 
ie ceiling and -paint-work were done 7 
decorator Be show the . NEW YORK 















The réceptiönist touches — 
a button, and a message 
appears on the indicator 
efore her. 
Yes, sir—but he's en- 
gaged; wil i you take a seat, 
lease? 


Thats how quickly the 
Cartonia Indicator works. 
Jo wasted time; no inter- 
rt nsi no committal, 
d. the managing. 
ector be J out—or avai l- 















receptionist learns whether he 
is engaged, out, or whether 
she may enter his room. 


In this way the Cartonia 
Indicator is saving as much as 
e -a month a year for many busy 
firms, lt costs surprisingly 
| liuke to install, and main- 
tenance charges are nil. 




















Without obligation on your part we 
should be glad to demonstrate a Car- 
tonia Indicator in your office. Alter- 
_, natively, may we send you full details? 


CARTONIA 
INDICATOR 
SYSTEMS 



























L Sune HOUSE, ALDWYCH, 
: _ Telephone — Temple Bar 2531 


[ATTRACTION 


NDER yourchoicet Whi- you oy 


























attract, or wil repel, sete ( Daster the Law 
tan eee * — use, | of Causation 
RS) Ha, intone, SE ui P Riy and cregie your 
P — opiy — | own EN ecis. 

Za am ‘or —— ea 
pai —— ” —— F. Haanel, ba K 















TRE MASTER REY PUBG CO.. 
8- 2t, CHARTERHOUSE 40. LONDON, ELI 


“< 
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* ‘maintain his standard’ ‘of 
vice Philip Samuel now finds 4 
ry to devote 













fo k free, ann 
Advertisers who ne not employ an agent 
we. — — them ‘te: 






at an office furnishers. By. studying © 


| same firm supplied a heavy oak table to — 






| at-a cost of 30s. 







| one, for it cost only 13s. ọd., but it 








|; and papers were stacked in one corner 
of the office and if, by an unlucky 












| fifteen..pounds were sacrificed in j 
| cause of having shelving erected al 





| minepence, which was used fo 
-ink-pots. 

girls brought to their 
| thoroughly enjoyable one. | 
might appeal to a firm which 
sional “‘slack periods” as a 
| interesting their staff, and, inc 


economically. 


‘SUPER-SERVICE | ‘STI ON 


W.C.2 













J ful hotel could provide a departmental 
store with — customers to make aly — 





nation gece “Hacin 






typis ata Gost of 75.. EE a 
The desks and table were pui hased | 





catalogues the committee found a firm | 
which was able to supply full-size solid 
oak desks at the low price of 39s. 6d. 
each. They bought two of these: The | 





























accommodate the other two typewriters 
The new chair was not a- luxurious 


was at least comfortable. a 
Previously, box-files containing — = 


chance, something was wanted from ay 
out-of-date file, the whole pile had. 
be moved. So two of the precig 


one wall of the room, to take these å 
When all this was done, therd 
a small balance of nine shilling 


chase of blotters and brig 


The. enthusiasm: which’ ne 
job n 











of having their premises re-decor 





a: . 


HOW FAR WILL 


GO? 


(Continued from page 22) — 


dau Ta 


where the motorist-customer could | : 
satisfy every want. — 

The departmental store having ; 
proved itself and shown signs of grow- _ 
ing, the natural step is for the pro- | 
prietor and his assistants to leave the — 
town from which they come and make | 
their homes near their work. a 


Thus, by a perfectly natural 


| sequence, the service station begins to _ 


develop into a village, and it is only a 
matter of time before the village may — 
well develop into a town. | 
Of course, such a process is not quite 
so simple as the following out of the 


a | logical chain of events on paper. There. 


is no proof that a successful service 

station or garage could always. be- 
developed into a successful hotel, or, 
even allowing that step, thata success- 





































































day’s biggest bler 
pusiness man: The decline of many a 
© business has been: 
_ bad trade but by the fact that the pro- 
prietor has been unable to get in money 
<= that is due to him. 
To help the small trader, therefore, the 
-> author has set. down, in as concise form as 
possible, the method of collecting accounts 
through the medium of the County Court. 
_ If the procedure is carried out as he has 
. “described it will not only prove effective 
. but will also actually save any cost which 
the trader might incur in his actions. 
— — to formalities of County 
e has deterred many small 
— ig action to recover their 
cedure is no more diffi- 
ie of official routine 







































hongi the British Industries Fair 
closed last month, thousands of busi- 
# ness men are still interested in the 
ic varied ranges of exhibits dis- 


” In last ‘month's issue of BUSINESS we 
described briefly a great many of the 
appliances and services which were of 
direct value to business men in the better 
running and. puent of their organiza- 
tions. z 

: There were, however, several important 
items which, owing to limitation of space, 
we had to omit. Among them were: — 


Lbverless Swan fountain-pen, a 





he new 
$ remarkable development of this product 
of Mabie, Todd & Co., Ltd., of Swan 
House, Oxford St., London, W.1. There 
were, also, fine ranges of the famous 

s, the Fyne-Point propelling 
: — and of course, the famous Swan 


—— Ti he — ‘of Mabie, Todd & Co., Ltd., 

“last month ‘reached the age of 50 — 
<: Half a century. ago the name “Swan” 

“= Jaunched from a small office in Bow ine 
“. Cheapside. To-day the name and the pro- 
ducts are familiar in all places of the 
world where writing has progressed 
_ -beyond the.stage of scratching on lumps 
of stone or wood, 








x 


| akelite; one of the world’s new pro- 
Ei ducts, was shown in its immense 
=. “diversity by Bakelite Limited, 68, Victoria 
St. London, S.W.1. There are few busi- 
es ‘nesses in which this remarkable product 
cannot be used. From the desk-tops of 
the chairman and his executives to silent 
eal ;-for machinery, door-knobs, 












wellings, 






By if any reader: of his book is confronted 
:7 gome particularly difficult problem of debt } 
s:for the trader or“ 


brought about not by pre 
to applicants by letter. 


course of business. 





; DUCTS You Should Know About 


their coloured blottings. 


and other fittings for the most 
acid-proof vats foro- 
types of clocks, in addition. to being low [fT 


The range of its possible uses- | 
_ in price, cost practically nothin to main- iH 
ainst id 


Ys ‘Even the stand ugen at the ; 






e author makes the further o 


collection, or would like advice or help ft 
beyond that which the book offers, he isf 
epared personally to give such. assistance 


Guide to Income Tax Practice, by Roger 
N. Carter and Herbert Edwards (Gee &. 
Co., 30s. od., post free U.K.) 

Containing a summary of the various 
enactments - relating to Income Tax, 
instructions as to the returns for assess- 
ment and accounts in support of appeals 
on the ground of over-assessment; also for 
claiming allowances, relief, etc., and a 
concise popular digest of the principal | 
legal decisions on the constructions of the | 
Acts. 


Distribution To-day, 
(McGraw Hill, 158.). 


by O. F. — 


Something quite out of the ordinary was 
staged by Robert Craig & Sons, Ltd., 
of Caldercrux, Scotland. Their stand was 
described as “A Study in Blotting” and 
comprised an ultra-modern room where 
the whole of the decorative colour scheme, 
from floor to ceiling, was carried out in 


In addition to their regular qualities. for 
office, home, and school use, this firm 
make blottings with special finishes for 
printers, their ‘ ‘Janus’ range, with one 
side sized for writing or printing, is much 
used by advertisers who circularize 
blotters. 

Craigs are also specialists in all kinds of 
absorbent, filter, and cover papers. 


* 


Electricany operated clocks, with, in the 
case of large organizations, a master 
clock controlling several ‘“‘slave’’ dials, is 
one of the latest items of modern equip- 
ment to be used by progressive firms. 
Smith’s English Clocks Ltd., of Crickle- 
wood, N.W.2, are one of the most 
advanced specialists in the production of 
these units, and thetr latest development 
is one which makes a particularly strong 
appeal to the modern business, as it is 


per week when it. 
proof against any possible failure of cur- 
rent from the electric mains. 


| OT. HER activit IES: : 
This new development is a master ee 


synchronous clock controlling any nüm- . p 
ber of subsidiary dials and is, of course, 
“‘all-mains’’ driven. Should the current 
fail, howewer, the master clock auto- 
matically qarries on, keeping dead accurate 

e 

Individual electric clocks for every kind {| 
of business, as well as for the home, are f 
also made by Smith’s. | 

Tt is important to remember that these | | 







£522, in addition | to * 
will have been covered f 
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ideal Bank, — 
Life Assurance 
National Health Insura 
Special Works Scher 




















There a are very few 
Printers who have 
made a thorough 

_ study of this work. 






We have a depart- 
‘ment with special 
printing plant for 
this work alone. 

















| from any ny Photograph, Drawing 
nin or Sketch 


usinat Cardi- 3503} xłi 16). 





















foe. Send for graphs 
for all Trades”. Trade Enquiries Solicited, 
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He h 3 Ly nge 

, buying habits of travellers, Some ye 3 
ago the Standard Oil Company of 
Indiana tried the experiment of estab- 
lishing at Chicago, in conjunction with 













| installed 


the B/G Food Shops, Inc., a super- 
service station with a restaurant car 
adjoining. The experiment was a com- 


plete success, and led to the attaching 


of restaurants to many other service 
stations. 

The report goes on to say that service 
stations are proving a ready outlet for 
nationally advertised brands of goods of 
ail types, and that they do an annual 
business of over {300,000,000 ! 

In America there are undoubtedly 
greater chances for the service station 
than in this country, for much longer 
distances have to be covered by 
motorists. 

Taking to-day’s situation in this 
country, progress may be said to be just 
entering the restaurant stage of its 


growth. The service station restaurant 


is not new, but it is only during the last 
two or three years that it has been 
really developed, providing not only the 
complete round of daily meals, but 


music, and even dancing. The hotel 


which follows has already made its 
appearance in one or two places, but 
that stage will probably not be fully 


— | reached until a definite trade revival 
| comes about. 


In the meantime the service station is 


| developing along other lines. Some of 
them show the same tendency of 


development as that already outlined. 
Any of the tiny sweet-shops, fruit- 
shops, and newsagents sometimes seen 


-attached to garages may well be the 


beginnings of the departmental store. 
Other garages have added side lines 
which appear to offer little further 
scope for development. One garage on 
the Great North Road, for instance, has 
collected a number of animals and made 
up a smali zoo which is the delight of 
youngsters travelling that way and 


| causes many a motorist father to fill-up 


at this garage when he probably would 
not do so but for the special attrac- 
tion. 

A garage on the south coast has 
added a small cinema to its restaurant 
where news reels and short comedies are 
shown. It is easy to imagine such a 
cinema growing until it shows a regular 
full-length programme. 

Another garage has* a hairdressing 


saloon beside it, working, nq doubt, on 


the theory that a motorist, a man, at 
any rate, will fill in the time “by having 
his hair done, instead of breaking into 
more valuable business time for this 
duty. 

One other development, a more usual 
one, is for automatic machines to be 


ês and any number of amuse- 
öm this idea one can visualize 











service station. 


do not, of course, avoid the towns like _ 


around a service station.. 
The e can provide the motorist not. 
with many kinds of food, but also. asi 
tes, matches, handkerchiefs, - * O 


the ser 
-asit has done in the last ten years. 


rap dlevelopinent of express by: 
ry is also 












g in the development t 
It is now ‘possible to 


travel anywhere by bus. These buses 





the ordinary motorist does, for they | 
must pick up passengers as they go. > 













“Nevertheless, they take thousands of _ 


people on to the roads every day who | 
have many chances of coming into con 
tact with the new and growing road-side 
facilities outside the towns. Many buses | 
make official stopping-places at road- | 
side service stations. This brings new , 
customers, in addition to the ordinary 
motoring public, to use and enjoy th 
new facilities. 































There Are Big Changes 
in the Years, Ahea 

























the date 
see their old pas ers: be 
from town to tor yy other mi 

they see a Sattalites ” that i in | 

the towns themselves may shi 
tion, 2 

It seems a big step from the ¢ co 
tion of a new by-pass round a t 
the closing down of the railw 
in that town, but it is quite 
The advent of the railway to a to 
virtually the same thing 
One instance will show what happer 
The ancient town of Dunstab 
about 5,000 inhabitants, frown 
the idea of the railway running 
its centre, so the line was fin 
through a village called Luton with 
thousand odd inhabitants. To-da: 

whole world knows Luton, the centr 













































































the straw-hat trade of the country a 
with other big industries. Its pop 









hardly doubled and it dees not count 7 
a trade centre. 










raadi. 











developments are otie. either” or 
both may occur. The development of | 
air travel may anti-date both the rail- | 
way and the motor-car, or the railroads _ 
may be converted into ideal roads, in 
which case one can see an immediate _ 
return to popularity of the existing ae 
towns and cities. . 

Such changes are a long yay ‘ahead, 
but they demand consideration because 
they do suggest what may happen if 
| vice station continues to deve 


































bjēct is one which cannot} 
count when business 












[ite is made up of small things, we 
are told. Certain it is, at any rate, 
iti is the small E 


















; up of o a who 
“were ada a small article for supply 
‘to retailers. The operation, he noted, 

‘involved. four movements. He saw a 
: wh move- 




















tried out and immediately the output 
t the girls increased by 25 per cent 
and the cost of the operation was 
correspondingly reduced. 
Much undetected waste is going on 
_ daily, in many directions, in thousands 
of offices. The factory girls mentioned 
above were not “‘slacking’’. They 
_ were merely wasting effort to no pur- 
_ pose. When they were guided on the 
fight lines. they simply did more real 
work with no greater expenditure of 
energy. 
ToO increase individual production by 
_ improved methods is the aim of all 
efficient management. In big things, 
of course, this aim is constantly kept 
in mind. But the smaller operations, 
where. apparently there is not great 
ope for He ag crap are apt to be 
OKEC a great mistake. A 



















sidered the waste 
ealing with your 
Do you realize 


“ ing output doubled and correspondence costs halved with The Dictaphone 


Tt was: 


, -department. : 
ist may spend invariably w. 
® 





as much as three hours daily in writing 
shorthand at your dictation, waiting 
until you are ready to dictate, sitting 


OPERATIONS 
WASTE A 




















idle while you read your letters, think dic 


what to say, answer the telephone, or 
see a caller? Can you wonder that her 


total daily output of typed matter bears ATN 


little relation to her real capacity? 

She can type, say, sixty words a 
minute, 
transcribes 550 (accidentally printed 350 
in Bustness for April) lines—say, 4,400 
words—in an ordinary working day she 
is doing well, because her average 
typing speed over the whole day is 
reduced by the time she is compelled 
to devote to non-productive work. 

The Dictaphone operator, on the 
other hand, wastes no time on labour 
which produces nothing. She has no 
shorthand to write or to read: her time 
is devoted to actual productive typing. 
The result is that where the shorthand- 
typist produces 550 lines in a day the 
dictaphonist will, without the least 
strain, reach a daily output of from 
1,200 t0 1,500 lines according to circuri- 
stances. It is g remarkable fact that 
on the Dictaphone train between Lon- 
don and Newcastle the operator on one 
journey ob five hours actually typed 

1,505 lines—three times the average 
daily output of the shorthand typist. 

These figures indicate a leak which, 
in many business offices, is serious and 
could readily be stopped. Business 
correspondence often costs 50% more 


Yet, if she takes down ando 


POST 
THE DICTAPHONE €o., Lad. 
















your busine 5 yog 
is costing you: a 

































THE DICTAPHONE 
(Thomas Dixon o < ‘Managing 


Bristol, kaidi. Newcastle 1 
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THIS coi u Po N 
Kingsway House, Kingsa 


. a 
Please Send new book, 


than it would if the dictating machine | Name 


were installed. | 
Nor is the. only, l se in the t 
Ta FE y 











1 every large town or port on the LMS system is an n LM: ware- 
house=-350 of them in all. -You can store your goods in them > 
more cheaply than anywhere. else in the country. Storage. of 
bulk stocks pending sale or distribution is specially catered for. a 
Capacious Wet and Dry Bonds are available in many of the more : 
important centres, — 


Uncovered wharfage, with all the advantages of a rail-connected 
site, is available at the Company's Goods Stations. 


SALES SERVICES 


Store your goods in an LMS warehouse and the LM S will deliver 
to your customers in that district as the orders come through. It 
is cheaper this way and your distribution is accelerated. 


Here is an extract from a letter about LMS Railhead Distributior 
from a famous firm of chocolate manufacturers : 

“With this Cardiff transfer, we have now converted all our depots. Such 
sistent efforts to render speedy service have undoubtedly assisted us to 
steady progress despite recent conditions of trade. The Railway Companieg 
collaborated most helpfully in thece developments.” — 


Any LM S agent will supply full particulars on application; or write to th 
Commercial Manager, Dept. BLW, L MS Railway, Euston Station, London, | 


RAILHEAD DISTRIBUTIO 


“BIZADA” bs the original British Visible System, and 
as been on the market a1 years. As manufacturers 


selling dirgct to users, we pati learned to anticipate the OF TH E ERICSSON 
public’ s reqiurements. ur experience costs you | 
nothing. May we help you? RENTAL SYSTEM 


if you are hiterested in the subject of telephone rental you'll obtain 


“Accounts DEPARTMENT, To keep better and quicker some useful and enlightening information in the special literature 

I ed er re ge and quotations dealing with the Ericsson Rental System, in which 
a cord over ing is — explained. nee g 

a oe speaking, efficient, foolproof, the Ericason telephone puts 

_ Works ‘Orrice.. Control of stocks by means of visible youy DuMhdes on your deck—directors, secretary, accounts, 


| cass: ah ! wareshourg—all at your finger tips 
oe “SALES” DEPARTMENT. Customers ne are not ordering ERICSSON TELEPHONES LTD., 
kept constantly under notice. 67/73, Kingeway, London, W.C.2, Telephones: Holborn 3271/3 


Write for farther particulars. No btigation—obviously. 


-PARRATT Lid. 


co eee BRITISH 
Works: Wickford and Bath | We a TELEPHONES 





z nagement 


VARIOUS TIMES HAVE BEEN INCORPORATED: 
— COMMERCE, " “MODERN BUSINESS,” 


Here's NEW Business = - 
Which Makes Bigger Profits To-day? 


The Broader View | “oo è | 
Why WORLD Trade Doesn’t Improve 


How We Keep CONFERENCES Short | = £ "E 
Managing Director: W 
New BOOKS for the Business Man - . — 


We Secured National Distribution Without Advertising | 


Do You FORECAST Next Year’s Sales? 
Salesmen’s “Cost Per Call” Cut 30 Per Cent 

Machine Idle? Then Start This Investigation em 
What I Would Do - - =- - = -IfI Were Doi 
Where Portable MOVIES Can Help Your Sales - 
How Adding-Accounting Machines Save Twice Their Cost 
PHONE Methods That Save Money 


Chairman : Ineor 
_ Plan To Raise TYPING Output and Reduce Costs - 
Business Reply Wires Will Help Your Customers- 
Among The LATEST in Business Equipment - ~- 


BUSINESS Published by Shaw Publishing Co. Ltd., 6, Carmelite St., London, E. Ca 


Subscription rates:--15/- a year post free, United Kingdom and Continent; 20/7- a year post free, Ov eas. SS 
post free rj 3, United Kingdom and Continent; 1 /6 Overseas. All rights of translation and. reproductie strictly 


. Whatever type of Suit or Overcoat you “COURTINE” — 
have in mind, ask your tailor to use waxes | 


remarkably strong and = P 
99 smooth, permanent {moo ; 


° colour — finishes. 


The ne name is on 





: Bory Če ‘Commmtous Capac iach your ere 
` is enabled to produce almost twice the amount 
of work through the convenience and speed of 
operation afforded by this inexpensive device. 
_All unproductive effort is eliminated, the 
bons and forms are fed automatically in 
gistration into the typewriter platen. 
ade to fit all standard makes of typewriters 
d accounting machines, it snaps on or off in 
econd, thus the machine may be. used for 
ordinary purposes one moment, and converted 
nto a Billing machine the next, for handling 
nvoice, Delivery Note, Works Order and other 
mu T> sels of forms. 


— also for particulars of the 


) Y MANIFOLDING REGISTER 
FOR HAND-WRITTEN FORMS 


Y, ACTON, LONDON, W.3 


TELEGRAMS; 
EGRYCOMPAK, 
EALUX, LONDON 


25% SAVED! 


mY: — hot turn to good account the used Typewriter Ribbon * We Fen: UPP Y % 
“Spools which represent about one quarter of the cost of oe * ae 
typewriter ribbons. PR TO UIE ne 


These Spools are precision made and of definite vajue--write a — — 
ſor particulars of this 25% saving-and to introduce the excep- paar 
éional appeal of RIKARBON products, we make this VERY & 
SPECIAL OFFER. 


% 2 SUPERFINE typewriter ribbons and 100 sheets 
high grade typewriter carbon paper : 


Special Price 7/6. Post free. 
Satisfaction unconditionally guaranteed. 


RIKARBON, *°.yiec""* LONDON, S.W.1 


More and Better letters per unit of cost! 


* 
— Ae nt — AA RAE MTR TOMO I NAAR RA Shee lata Aneta hi hata A ORME ES +. 


If you desire information from 
the Editor or from Advertisers 


— — E see — — — — — — FOR O ee ee a iii e eee ee’ 


To BUSINESS Service Department, 5 Carmelite Street, E.C.4 * — 


Please send, without obligation, more information in connection with advertisement 
(or advertisements) in. the May, £934, issue of BUSINESS numbered below, 


a —— — — — — — — — 





roid Mie AO AAA ta aon lg BAR? af le Do pa eooni monen aN a 


WHICH CAN 


BE OBTAINED THROUGH THE ANNOUNC 
IN THE ADVERTISEMENT PAGES w ‘Th 


Ribbons, J. Ja Ltd... Cover iit 
f Mitchell, Gs & Co. Ltd. Cover tv 


ADVERTISING GIFTS & NOVELTIES 
(4) Murray, Joka ™ wee 39 


(6) Nickelokt Electrotype Co. 


CALCULATING MACHINES 


(8) Block & Anderson Ltd. . 
(9) L. C. Smith & Corona Type- 
writers Ltd. {Marchant} .. 


CASH REGISTER, 
(10) Egry Li — 


CONTINUOUS STATIONERY 
R Egry LÆ on — 
{12 ‘Fanfold: Lid. ‘ 


DICTATING MACHINES 
i Dictaphone. Co. Ltd 
14) — Vo vice Writing 


PAGE 
DUPLICATING & PRINTING " 
MACHINES 


(15) ph-Multigraph 
— —— orar 3p 
(16) Smith's English Clocks Ltd. 


FACTORY EQUIPMENT 

Q7) Burdick Mfg. Co, G. L. 
{Humatagraph) ... 0 

(18) Shannon Ltd. — tie 


HOME SAFES 
(19) Automatic Recording Safe 
Ču. Ltd, PEET hhh auat 


INSURANCE 
(20) Ideal Benefit Bldg. Society 


LOOSE LEAF age ETC. 


(21) Dravon 
(22) Kalamazoo aaa Ltd. 
{28} Ruddocks, Lincoln .... 


MAGAZINES & NEWSPAPERS 
(24) Punch Cover d 


MANAGEMENT ENGINEERS 
(25) Clark, Wallace & Company 80 


MANIFOLDING REGISTERS 
(26) Egry Ltd. * 


MEDICAL i 

27) De. Chaimer's Blectro-Med- 
ical Institute — ae “0 

MEN'S WEAR 

(26) Courtaukd’s 


(20) Osda Lid 


OFFICE PRINTER 

(80) Addressograph-Multigraph 
Ltd. (Malt an ith) Higi m BB. 

PACKING SUPPLIES — 

(31) Guelph Patent Cask Co. Lid. BS 


PHOTOGRAPHERS 
(32) Marshall & Co. Ltd, 


PRINTERS 
(88) Bell, J. * By Lid. 


RAILHEAD DISTRIBUTION — 
(34) LMS. Railway. 
SCHOOLS, COLLEGES & cow 


(35) British College: of Advig. Ltd. * 
(36) Metropolitan College 


SHOWCARD WRITING 
(87) Econasign Co. Ltd. .... 


STATIONERY 
(88) Lancaster Bros. & Ca, 


STUDIOS 
(80) Crichton Studios 


Lid. (Courtine): 


(65) LMS. Ra : 


WORKS EQUI 
(60) Parker, 
Ad. 


5 distinguishing features of the | 
L C SMITH Ball-Bearing Typewrit a 


BALIBEARING CONSTRUCTION THROUGHOUT -meani Taster, pmoot 


—fortiess speed, and more work in dese time: Every LC mich 
effortlessly on ball bearings: An exclusive L C Smith feasure, 


NO “CARRIAGE AT of FLOATING SMITH SHIET. ‘Ne shifein 
when striking capitals, — shifts oe ball beari 
racking “Carriage ants of ordinary machines, dus the: — 
carriage is eliminated. : 


INBUILT STERLING TABULATOR. Ag standard — five ex 
plied to save the operator's time when typing tabular work, A great 
saver, ie 


INTERCHANGEABLE PLATENS, The platens can be changed: 
platens available for heavy manifoiding, card work; WREE, 


HALF-SPACING DEVICE. Here is a feature wh 
letter because of a misspelled word. 


— A Superior Typewriter—at the pr 
PEWRITERS. LTD. - MELBOURNE HO 





\ TYPING _ 
| TRI UMPH FOR | 
THE: ROYAL 


- EOIPHONE — ERS of EDISON SWAN 
i . ELECTRIC CO LTE, at Ponders End. A similar 
hretallation operaces at the London Sales Offices 


| Ediphone i cis an essential time- 
aving unit in J great organisation of 
THE EDISON SWAN ELECTRIC CO. LTD., 
goth the — and the — feat ae 
lifvine PRIZES, A LL wo r No 
ROYALS IN THE RECENT 
*NEWS -CHRONICLE” 
ERNE CONTESE 


What more striking proof co 

be required of Royal supremacy 

The strength, easy running and 
simplicity of the Royal are bound to : 
tell—not only in open competition— || 
but under the exacting day-to-day, |] _ 
year-to-year conditions of the || _ 
modern business office. 


Instal Royal machines—for better, — 7 
quicker typewriting. oh 


COMPARE THE WORK 


STANDARD & PORTABLE TYPEWRITERS || 


ROYAL TYPEWRITERS: 75/75a, Queen Victoria 
; Street, London, EC. k Phone: Royal 7600 (10 lines) 





hese Management 


olls Razor Limited have just 
completed another good year. 
A year in which trading profits 
were raised by nearly £27, 000 above 
the previous twelve months’ trading, 
and in which deferred shareholders 
received a dividend of 300 per cent, 
plus one free share for every share 
held. e 
<- For several years this firm has been 
‘steadily climbing in this manner, an 
achievement due to the effectiveness 
_of the. single-point policy of manage- 
: ment: añ eo rol a Py the 
ni A. 


To apprec ciate how Mr. Kingham So 
ri ntrol have carried. 


campaign 


have 


Policies 


Built Up 


By F. T. POULTON 


From an Interview wa 3 
Managing Director : Rolls 


present excellent position, it 
is necessary to look back a 
little. 

In the early days of the 
company, some seven or 
eight years ago, its position 
was not so good. True, it 
had a fairly good product; 
but such was the number 
and complexity of operations 
necessary to produce it, that 
the maximum quantity of 
finished razors which the 
sales force could dispose of 
was not nearly sufficient 

to keep properly employed the 
huge plant and staff which the 
technical requirements called for. 
The individual machines, while all 
were necessary, worked so fast that 
for a considerable part of their time 
they were idle. 

Thus the overhead costs were 
greatly Gisproportionate to the turn- 
over. And though sales were increas- 
ing, the burden of costs still rendered 
the proposition an uneconomic 
one. 

At this point Mr. Colin Kingham 
took over, and at once started a 
which would increase 
revenue and at 


the same time . 
automatically _ reduce the ratio. of. 
costs. | 


sary” to turn out the 

done, therefore; w 

additional products 
‘sandwiched 

Several of these — 

the one hand, kep the machine 

staff employed when. it woul 

wise oe slack or ae and 


items to — 

At least one of bon 
items, namely, moulded — 
since. developed fio a very lar 
business by itself, as the —— 


does’ a “big ‘busts i in a k 
plastic moulding. | 

In this way piant and staff i 
fully occupied, revenue _ from 
wider range of sales was in — 
and the anit cost of pro 
brought right down 























ting fixed the output of finished 
des-—with their cost—and so the 
me of sales necessary to bring a 








ofitable return could be fixed and 
teadily increased. 

Mr. Kingham considers that, though 
a strict and detailed budget system was 
necessary for a few years, it is not 
lecessary to employ it so closely now 
at the company’s costs, internal 
tine and sales ‘progress have been 
ed, uch a profitable level and 
with a good momentum. 











iget Automatically Checks 
iments’ Expenses 


‘the Cost 


















stance, it pro- 
eck on any 


‘which materially 
vance must first 


licy to allow 
es to have full 
in their jobs. 






sibi 
nection. with 
-the automatic check of a 
ssential, The very fact that 
tial extra cash commitment 
ment, however well merited 
omic the outlay may be in 
mst receive the personal 
of the head of the buatness 
bear upon executives just that 

if. restraint which makes 
sider -well before recommend- 


rastic departure from normal 























































Ewo factors, therefore : 
ringing other lines into the pro- 
ion stream and the sales 
‘outlets, plus the development of 
_ strong sales policy both at 
) Budgeting ahead for materials 
_ and sales; , 
e been the main broad factors which 
have builtjup Rolls Razor prosperity. 
To these, however, I think should be 
dded a third. It is that of Mr. 
<ingham’s insistence upon single-point 
ntrol. He himself takes personal 
sponsibility for everything that hap- 
within the organization. | 


ingle Point Control Makes 
Management Flexible 


Kingham is not a believer in 



























of accurately 


8, of course, Was VG À 
pe easier and administrative costs were 
< reduced. 





Right at the beginning of his associa- 
tion with the company, Mr. Kingham 
made an important change which 
enabled single-point control to be more 
closely applied. The company’s execu- 
tive offices were in the West End of 
London, while the works were located 
in a suburb. He closed the West End 
premises and joined the offices with 
the works, concentrating the entire 
organization under one roof. Not only 
was control thus much more efficiently 
established, but a far better liaison 
between all executives and departments 
was created. Work was also made 


In addition to the three main factors 
of management outlined above, there 
are many other points in Mr. King- 
ham’s rule which are no less important 
in their bearing upon profit-building, 
though they may be more limited in 


their individual spheres of application, 


For instance, the enormous pains 


which it is insisted shall be taken at 


every point of the organization to 
ensure not only the making of a first- 
class product, but also to ensure that 
subsequent service to, and treatment 
of, the customer is fully in keeping with 


_the advertised status of the ——— 


This is Hou The Product is 
Continuously Improved 


Efforts are continuously made to 
improve the razor unit itself, but so 
that only those modifications shall be 
incorporated which have been proved 
beyond doubt to be definite improve- 


ments a careful procedure is followed. 


Whenever an alteration or improve- 
ment is suggested, the Managing 
Director calls a meeting of all execu- 
tives, not merely those only who may 
ultimately be concerned with produc- 
tion. 

The meeting then discusses the 
improvement from all angles, and 
because of the wide variety of opinion 
present, and the many shades of 
criticism directed upon the problem in 
hand, the ‘‘improvement’’ must be a 
very real one to survive the ordeal. 

Provided it does stand up to this first 
searching examination, the production 
department makes a number of models 
incorporating the alteration, which now 
has to undergo the severest test of all: 
Male members of the staff are given one 


eof the ‘improved’ razor sets, with 
instructions to take it home and use it 
regularly for a no shorter 

= six months. 4941 

Sevoral hundred widely-varying tests. 

are thus carried out by people who are - 
will. be 


sentative of those who 


e end of ‘six. months 








period than jing if the 
| nd i 





















experiment safeguards the customer, - 
and ensures that only the most exhaus- _ 
tively tried and fully proved product 
finally reaches him. 

Incidentally, employees of the com- 
pany are encouraged to study the firm’s 
products at all times and to put 
forward any suggestions which they 
think will make for improvement. Sug- 
gestions adopted, are paid for in cash. 

Every suggested modification whic] 
is put up to the committee is cata 
logued and the reasons for its a 
ance or rejection are set down in ¢ 
This record proves an invaluable guic 
when considering suggestions put in | 
new people. It prevents time be 
wasted on ideas which have alr 
been examined and, for some reas 
other, rejected. 





















Here is a Comprehensig§ 
“Service-After-Purchase’™P, 
Another important point, at 

the company goes to great troubl 
expense to maintain customer goodwill 
at a high level, is in the matter of 
service after purchase. 

The nature of the razor and blades, 
plus the varied treatment they meet 
with at the hands of widely different 
people, make it inevitable that repairs © 
or renewals sometimes become neces- 
sary. 

Users are recommended in such cases 
to return their razors to the company. 
The company, in turn, gives a 24-hour — 
service, — 

The service department is specially 
organized to ensure this, even to the 
extent of working overtime to dispatch 
repaired razors back to the customers 
within the scheduled time. 

Here, too, the work is unusually 
thorough. Razors are not only repaired, ~ 
but every single one goes through the — 
complete routine of final inspection, 
just as do new razors straight from the ee 
works, and are therefore returned to — 
customers in what is actually new. = 
condition. = 

The latest development of the com- 
pany to make servicing even more 
effective is a plan to register all users. , 

To secure this, all new razors have 
packed within the case a stamped post- 
card asking the customer to fill in his 
name and address so that it may be>- 
added to the company’s register. eens 

As they are received these cards are 













about its use. 2 
3 aimed to overcome: th 
antage of having. s 
‘through mishandling 
ued on page 32) = 









3 the “*Readers’ List” on the 
ver of BUSINESS, Mr. A. Clayton 
OTel Neal & Sons attaches the above 
slip to every copy. He reports that it 

circulates the paper more definitely and 


promptly to the executives of his organisation 
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“We seek to make 
our products create 
demand, instead of 
waiting for the de- 
mand to arise or to 
™ {follow other manu- 
cturers who introduce new styles. 
- “Directly we have successfully launched 
one new product we have a committee 
meeting on it, and we say to ourselves: 
‘In so many months this product will be 
old fashioned:-——-What will make it old 
fashioned?’ 

. “We endeavour to find the answers and 
straightway to plan a still newer product 
which will be ready to launch and create 
new demand or stimulate the old by the 
time the previous product has ceased to 
have a news value to the public.” 

A Radio Manufacturer. 





We Plan 
Ahead 




















he 


Sales-Minded 


“I try to get all my 
office staff to culti- 
vate the salesman’s 
















Office Staff attitude. If the 
head of a depart- 
ment sends me a 


mote I like to have it on a little memo., 
but when any of them write to a customer 
or prospective customer I expect them to 
take the same amount of pains and energy 
to get everything attractively and accu- 
rately presented as a first-class salesman 
does. in personally putting his proposition 
_ before a prospect.” 

i Managing Directoy of a 
Stove Manufactory. 


— —⸗ 


ould You 


“We needed some 
technical examina- 











tien into raw mater- 
is, but the job did 
t warrant spend- 


ofessional work. 





a big sum of | E: 


roklem to a-l X 





local technical institute. The students 
were delighted to get a change of work 
and to have a real problem to — 
They found exactly what we wanted t 


accept a small donation as adequate 
recompense, 

“Doubtless more manufacturers and 
local technical institutes could co-operate 
in this way where fairly simple problems 
are involved.” 

Director of 


— a Pottery. 

| “We try to avoid 
Cuts Out conferences. When- 
ever an executrve 


or department head 
raises a matter for 
discussion he is re- 
quired to type out the points fully and 
submit them to me. Nearly always the 
very fact of thus drawing up the facts 
on paper so analyses the problem that 
the solution emerges by itself and does 
away with the need for a Conference. H 
this does not happen, then the typescript 
often enables me personally to see a quick 
solution. If the mattef defies both these 
scrutinies, however, 
Conference. But our method certainly 
reduces the number of Conferences to a 
minimum.’ 


Conferences 





Managing Director of a 
Novelty Glass Manufactory. 


Here’s NI 


A high-frequency electric crucible steel 
furnace of a new type with capacity of 5 
tons——-the largest in the world-—has just 
been installed by a Sheffield firm. 

È +> 

A new gas furnace, also invented in 
Shefheld, is stated to be the first furnace 
capable of treating steel without causing 

“scale” on the surface. 
+) 

A small powder compact, integral with 
the lid of fancy chocolate-boxes of the 
size bought for theatres, etc., is the latest 
packaging novelty being marketed by a 
French firm. 





*4 

A new machine has arrived for auto- 
matically glueing and sealing one or both 
ends of rectangular millboard cartons. Tt 
is the first of its kind to be made in 
Britain, and has a capacity of 4o—Go 
cartons per minute. 

* 

A furniture removal wan has been 
devised which Teduces haulage costs. 
Though it weighs less than 5 tons unladen, 
it has a capacity of 1,000 cubic feet. The 

van is a 6-wheeler, with detachable motive 
unit on 4 wheels. There is an entire 
absence of projections on the inside, anda 
device which prevents the doors from fly- 
ing open beyond the width of the van 
and so fouling passing traffic. 
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A. desk of chromium-steel framework and | 
reinforced ponens — and shelves has i 
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> that the subject 
n had now been 
ed and dissected 
remained to be 
if no two people 
in the same way. 
ae — 
the 


a and 
nt processes must 


le production was 
of reducing working 
depression, and. a 
industries present 
its for production, 
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holds that normal 
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Me advocates 


dependen concerns. 
e considered that rationalization applies to 
and that normal rationalization in industry 
rand inefficiency. He doubts any one man’s 
o contor an type of big rationalized unit 


RGE — UNITS - 






TO. THE CONSUMER 


rationalization is 


trol anid: high costs through over-lapping | 
— ee | 


5 rationalized “unit. but 


He states Xe most 


While nobody condemns this from the 
view-point of pure theory, in practice 
it is generally found that no one man 
can be found Who has the vision to 
control such a vast undertaking, and 
the rationalized units have not been 
conspicuously successful in their balance 
sheets. 


This has been particularly the case 


in the cotton trade, where the largest 
combines were the first to cut prices, 
lower profits and generally make a mess 
of the trade. While this may be partly 
due to the lack of cotton trade leaders, 
and is certainly due to the fact that 
nobody had any experience of running 
a really large producing unit, the fact 
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| | Both these conten- 
© Sales Office 


Sales Office 


Sales Office. by 
Ed. 


tions are individ- 


reflect the views 


irira 









| remains that while the large-scale firms 


| interesting to note that-the p 


ual opinions, They | 


| position, 
do not necessarily | p 


on the subject held | 
“BUSINESS.” | 





PRODUCING UNIT. 






have lost money, there are a number 
of personally-managed smaller ones 
which have kept on making money. ©. 
. Cotton is perhaps peculiar.in that it. 
goes through a relatively large number | 
of processes before being sold, each of | 
which is usually done by a separat 
firm. In the ordinary course of events 
the producing firms segregate them 
selves into isolated compartments 
the result that there is really n 
of co-operation between the diffe 
processes, and it is virtually imp 
to track down a complaint to the g 
source. Figure 1 shows how the y 
branches of the trade have co 
into isolated communities fo 
scale production, and will derg 
clearly how the petty jealous 
such communities c cause — 
trade. | | 
Nevertheless, one — at 
worked on different lines. In 
complaints of bad work coul 
to their true source with a minimu 
trouble, it was found necessary to g 
the producers and processers in 
linked ring. The firms so connect e: 
free to do other business tha BS 
their way, and a sort of ‘“‘Gentleman’s.. 
Agreement’’ between them all made it 
—— not only to ara cade pones 




































ra ms arose. enti 2 o 
particular form of linkage, a 


firm of which we think is at the moment ~ 
in an almost impregnable. financial. 

while the rationalized com-. 
petitors are extremely troubled about 

money problems. 

Since the component firms. o ‘this 
ring are very closely connected with 
each other, a special sales office. as. well 
as a head office is quite unnecessary. 
Excessive expenditure is thus cut down. 
The sales office is under the roof of one 





PRODUCING UNIT — e UNIT 


sales office, and do not 
ach through sub-agents 


cae. in addition to 
agents. An agent is 
town where business is 


dered the interpretation 

the words ‘“‘Rationalized 

is far too narrow, as it is 

taken to mean only an 

of a number of firms 

lar. products, and one 

to adopt the wider defini- 

m the Final Report of the 
mic Conference : 

Rationalization) is the 

of technique designed to 

> the minimum waste of either 

: r material. It includes the 


standardization of both materials 
and products, simplification of pro- 
cesses and improvements in the — 
systems of. a ca and market- 


sh ‘the dena aon is the 
J waste—e ither in the 


» the community. 
to the o 


likely to be possible, and sy — ig 


control of policy and prices is ne hove 


simple. 

The ring, as a whole, does not possess 
a sales research department, but pays 
a retaining fee to an organization 
specializing in sales only, contact with 
which is maintained through the ring’s 
sales office. 

In this particular instance, it can 
clearly be seen that the production and 
processing of the cotton is all under the 
eye of the sales office, which can at any 
time find out just what is happening to 
a particular order, and can give any 
instructions to modify it without caus- 
ing endless trouble and correspondence. 
While the normal rationalized unit 


+ 


originally included in the amalgamation 
referred to—nor of those not included— 
but, from reading the article, it would 
appear as if the amalgamation suffered 
from not having centralized control, 
one of the essentials of any scheme of 
rationalization: control not necessarily 
in the hands of a single man, but in a 
group of men who should, at any rate, 
fix the major policies. 

It should be remembered that amal- 
gamation is not a substitute for 
management, but good management is 
an essential for successful rationaliza- 
tion. 

In this country there have not been 
so many examples of schemes of 
“rationalization as in the United States 
and on the Comtinent, but it is con- 
sidered there are in this country 
examples “of the various forms of 
rationalization which — to have 
been successful. 


of varying : 
roofs: such. 


public, s 
act — a 


Of the “‘horizontal’’ type,- “one. ‘can gom 
call to mind a large motor man facs tr 
turer, who, making a very popular fi 


- model of private car, selling at round . 
_ about £700 in Te the men | per. 










' al J — their protection. 


o materal ———— to the units 
l a these services. No one who is 


i A à moment hae te 
-Motors Corporation has been 
ssful. On the contrary, the 
tion of many parts has been 

of eliminatin g a good deal 
E h nuous improve- 
r products concurrently 

; selling price has 
ing public demand. 





“the world there 
he governments of the 
ake < er part in the 
he introduction 





a | t is s told that back 
in 1811 the North 
American Yhdians 
known as the 
Creeks held an 
important war 
souncil. The hated 
lo white men were 

BEET n beginning to en- 
1 upon the red man’s lands while 
dians had been too busy fight- 
long themselves to realize their 
— ene all directions the vari- 


emy. — —— 
=o After sitting in silence for some time 
as. was their custom, the orator of 
the day, that remarkable. Red Man, 
‘Tecumseh, arose to direct the attention 





t time in the various 
ig a 


with each other to attain the ‘major 
benefits out of any schemes intended 


future to find a sufficient number of 
men with the organizing and commer- 
cial ability to manage the various units 
in a rationalized industry, and this 


-problem has been exercising constantly 


the minds of many of the leaders of 
industry during the past few years. 
There are in existence, however, at 
the present time, associations such as 
Management Research Groups, etc., 
whose aims are the encouragement of 
discussions and exchange of experience 
on the subjects comprised under the 
heading of Managerial Control, to 


enable the members (senior and junior} 


of commercial organizations to obtain a 
knowledge of managerial problems so 
that they may be trained and prepared 


for the carrying on of the larger units 


which may come into existence. 


IEW 


held aloft his war club in one hand. 
Then, slowly, he loosened finger after 
finger till at last the club fell to the 


ground. 


That was all. But the braves under- 
stood; they were used to such silent 
“talks”. The result of that pantomime 
appeal was to fire the Creek heart to a 
great struggle for their self-preservation, 
a struggle that saved their lands to them 
for several years. 

Were Tecumseh alive to-day he would 
make a great business executive. At 
the head of some modern business 
organization he would discover striking 
ways of showing the workers anc 
managers of his industry how foolish it 
is for them to be selfish and self-centred 
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ROBERT J 
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pi een | to organize tt 


| science—a period characterize 
ie zoe Jt has been suggested on several occa+. 
ith sions that it will be difficult in the 


_ It then has steam behind it. 











culture: to the developme 





in superhuman phenomena. - 
“Science ushered in the second eriod, 
characterized by materialism and an 
abstract search for truth. One by one, — 
science solved mysteries, and man came — 
to look upon the world as a logical, | 
well-ordered unit—a sort of scientific 4 
strait-jacket. ao 
Now, however, the third period ope : 
before us. Science has changed i 
materialistic views, and seems. to be; 
leading toward a more philosophic con- 
ception of the universe. In this” 
way of thinking the emphasis is 
spontaneity, creativeness, and initia 
Looking at it from the broader 
point, are we as business men ad 
ourselves to the new spirit that apj 
to be abroad in the world? Or ar 
stil in the strait-jacket period? : 

















































Use Good | 
Ideas Quickly 


ost business men recognize 
is ideas that make a busine 
and that new ideas are essential to keep 
a business progressing. Yet with all 
our respect for ideas, we ha 
tendency to talk them to death. ~~ 
An idea occurs to a business mi 
He brings it up before his colleas ues 
They discuss it, revise it, challeng 
and try to anticipate all the possible 
objections to it. This is good proc 
—~provided it is not carried too f 
One of Henry Ford's old asso 
has stated that Mr. Ford seldom. $: 
new idea into effect if it was ta 
over for a period longer than 48 hi 
This helps explain why Henry For 
unsuccessful inventor at 40, rose 
rapidly to his outstanding position 
the automobile industry. | 
Enthusiasm is required to make 
success of any new plan or idea. O 
ways must be changed, and this ca 
for a certain excitement and intensity 
of effort that is lost if the idea remains _ 
“on the table’’ too long. Once the _ 
decision is made, we should waste no | 
time putting a new idea into operation. S 
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We Enjoy 
Our Troubles 


Vn is not the pleasant experienc Het i 
make th fale — on us, 











nough, we are F 
es to them, 





| — of 10! 
i ade improvemen 


; and indications. 


nd. in the charts - 


1is improvement in- 


over the last 18 

months, which can be indicated roughly 

as a conservative 10% in general busi- 

ness activity but as a 50% improvement 

in confidence, has not been paralleled 

by a general upturn throughout the 
orld? 


ill our Improve- 
ment continue 
his is no 
it is anes t question as well. 
For our progress ve improvement must 
eventually slow-down into neutral un- 
orld upturn comes up from 
behind us to give a still further upward 


have leaned freed — experi- 2 


ence the — of certain economic —— 


but not in two 
Unfortunately, 

e still to learn by 
fallacy of pursuing 


——— in the War — tried the 
policy of currency depreciation. Ger- 
many, France, ltaly, Belgium, and 
_ others, learnt by bitter experience that 
undue deflation of currency is not 


= worth w hile, and has results which are 


_ expensive in the long run. These coun- 
_ tries have learned their lesson. We 
> dearned it by observation and kept our 
depreciation down to due proportions. 
Japan has still to learn the lesson, and 

ill in the long run have to pay for 
her present undue depreciation. 


tificia] inflation. 


The sante Bsn ny of undue econ- ` 


puzzling question: 


The 
S.A. is still flirting with the lure of 


‘heavy drop in their exports to the point 


where they have fallen far below im- 
ports. 
they wanted to pursue the same. 
nationalist fallacy or in self-defence ` 


so in general activity. 


Subsidies, and government finkciae 


and bolstering of businesses, is another 


of the fallacies that many countries: are — ing purposes as 


still practising, and will continue’ 


E to the detriment of world trade. 


until they have experienced the unto- 
ward consequences therefrom. Sub- 
sidies are holding back revival of world 
trade because they are a restriction on 
international trade and a hindrance to 
its efficient conduct. They help to 
unbalance budgets; they increase costs; 


they unsettle established channels of. 


trade. 

The Reasons’ in. Brief 
Britain has found, and is 
applying a policy which is 
creating progressand estab- 
lishing confidence. Other 
nationals, however, are not 
observing our success and 
adapting similar basic prin- 
ciples to their advantage. 
On the contrary they are 
obstinately sticking to their 
own experiments which are 
manffesting themselves to 
be more and more fallacious 
as time goes on: 
The existence of such a 
number of policies, each 
insular and erroneous, and 
all at variance with one 
another, are preventing the 
general development of- 

. world trade improvement- 


Other countries, either because | 


against those pursuing it, have had to` 
introduce similar restrictions on im- 
ports. This has in turn reduced their 
exports, caused a decrease in trade, and 


‘Import Dutie 


| t may fair 
t! prospering 


cwe too depr 


imposed impor 
threefold: 
Firstly, be 
not increases s] 
import duties, 
on the average 
being used neal 


Secondly, t 
preciation likey 
tively small prop: 
the margin b 
become rigidly 
tors, is being. 
is not used for 

Thirdly, ‘bec 
ated either o 
rency dep 
ist fashion. : 
with the Emi 


agreement 


really meat 


pursuing a 
‘we have real 


national trade po. 

—that is, with the Empire 
and the sterling areas - 
ment countries, 


We do not believe: ihat t Grea 


would have experienced a st 
upturn in the last 18 month: : 
used currency. deprecia ati r 
duties to pursue a ctly 
nationalist United Kingdom 3 


PORK 
is because we did not use tarii 


depreciation for such a policy, 


| ——— brow : zh 


7 Better Pros- 

pect Abroad 
“his looks 1 
_picture. 
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seeing to. 
not become unbalanced again; is 





























































































Depends on Politics 
he Baltic and Scandinavian coun- 
tries are steadily improving their 

positions and endeavouring to increase 





- renewing 






— — 


— istic 


London District : Trade 
generally is good. Em- 
ployment has increased, 
and activity is marked in 
every Hne of business. 
Retail sales are up and 
bank clearings are steadily 
increasing. Concerning 
home trade a spirit of 
optimism prevails, though 
foreign trade is depend- 
ent on political condi 
tions, and so the attitude 
of the City seems to be 
one of walt and see, 
E, & S.E. Districts: Agri- 
cultural reports are fairly 
good. The state of crops 
ig satisfactory, though 
rain is needed. Farmers 
are worried about the 
new control boarda which 
are to be instituted. Fish- 
ing ig not so good, calm 
weather has affected 
trawling, and landings 
were down by 25%. The 
market for herrings has 
increased onne ta the 
failure of the Norwegian 
season, and stocks have 
been exhausted. 


Midlands: The iron and 
steel trade continues to 
improve. The demand 
for moter-cars has not 
quite come up to expec- 
tations, and the bulk of 
the trade is in smail cars. 
The new Budget previ- 
sions should have a 
further stimalating effect 
on the trade shortly, The 
hardware trade has taken 
a turn for the better, 


W. & S. W., Districts : 
There has been a great 
improvement here, The 
tinplate trade is working 
at 60%, capactiv and steel 
works at 739. Buyers 
are active. Unemploy- 
ment is dawn consider- 
ably. The general state 
of the coal trade is poor, 
though there has been an 
improvement in foreign 
shipments, 

W.E. District: 
more activity 
Durham coalfield, and 
the steel trade on the 
Teesside is improving. 
There are substantial 
orders in hand for the 
next few months. The 
export market is not as 
active as it is at Sheffield, 
where if has revived con- 
siderably. In the West 
Riding, woollen mann- 
facigirers are still active, 
unemplovinent decreasing. 
N.W. District + Engineer 
ing is mofe active owing 
te the asativity eof local 
contractors. One steel 
corporation is completely 
iis plant im 


of largely 


There is 
on the 


antic ipation. 


inereased: business in the 
q near foture, The cotton 
g Hane ht, bette —— — 


= -on the Continent, regarding disarm 








d — continue to do — ne int 
tional trade. The political situati 





ment, is not at the moment encourag: 
ing to trade. 

The South American States, Brazil, 
Argentina, Paraguay, are in a good 
position. All, Brazil in particular, have 
taken more imports this year than inv | 
the same period last year, though there 
seems to be a desire to trade among: | 
themselves rather than with overseas. 
nations. Japan is still carrying on her 
policy of peaceful penetration of the: 
South American markets. : 

The U.S.A. has not yet made up her 
mind on the question of letting in mor 
goods in order to sell more good 
abroad, versus keeping out foreign goods. 
and retaining the home market ifor 
home-produced goods but at the ex= — 
pense of her exports. She has not yet 
made up her mind whether to go in | 
for further deflation and inflation. She _ 
will probably decide on both counts in 
favour of the sounder alternatives. But 
she may not. 



































Is Japan 
Short-sighted ? 


Je likewise, is not helping at the 
moment. There is no doubt that-ii 
she continues her ruthless exploitatiom 
of low-production-cost goods she wib © 
meet with definite import restrictions — 
in certain parts of the Empire and other — 
Western countries. Perhaps she will 
be wise enough to anticipate this by 
accepting friendly restricting — 
ments. 








Good Prospects 
at Home 






here are this month even more indi- 
cations than usual pointing to trad 
improvement. ue 
The Budget has had a favourable in- 
fluence on prospective distributable .. 
profits, on enterprise, on certain speci- — 
fic trades, and on general confidence. 
Unemployment is down by 116,000 
on a month ago, 574,000 on a year ago: 
~~the largest monthly reduction during 
the past year. Every divisiom of indus 
try except one shows a decrease in un : 
employment. $ 
Compared with a year ago, these 
trades all show a decrease of more than 
10,000 in the number of unemployed: . 
Coal-mining, engineering, build- — 
ing, metal goods manufacture, iron © 
and steel industry, the distributive 
. trades, motor- manufacture, ship. 
a building id aes, woollen and: a. 








up on thi , 
and — 6% on the 
ear ago; and recent _ 
nts call for still a 


à ‘new equipment i is being 2 
3 alled in steel works. Exports of. 


ing ‘shows an increase in — — K MMOD a Y — -COST OF 
ding of 45% X over a quarter ago and $. P ee E - LIVING— 


mei aad machinery output | VN : DO OV N UP 


ing in proportion. to the | : , UULY 1994 - 100) | aisin 
ployment. 10,000 — — 


_ Building is increasing; 25,000 more 
omen are at work than a month ago. 
: ndustrial Index is 5.3% 


*— ago, but 10% up 
Food is down by 3.7% 
— and up by — on @ 


A TERIAL S| 


v 
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EXPORTS— UP 


z 
. Bank Clearings are up 2 
at pike: ce oh a year ago, g% in 
all. set msumption is up 19.6% 
on a yea Railway traffics are up 
£394,000. D » same period last year 
F st month; on the first 
ase is over £2,500,000, 

W year. 
rts, were nearly 10% up on a 
ago and 6% on a year ago. Ex- 
E of cotton and coal decreased, but 
, following trades showed increases : 
el, £ £230,090; Non-ferrous 


ston manufac- RAI LWAY 
£293,801; TRAFFICS-UP- 


í Imports, again 
w materials, were ip: 


MILLIONS €’s 
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Overseas Trade: 
‘Prospect Improving 

E mpire trade continues to grow. South 
Africa. shows a large revenue sur- 
- plas, increasing internal prosperity, 
£1,000,000. more goods purchased from 
H US than in the same month last year. 
< Canada reports 15% decline in unem- 
ployment. over the year. Imports are 
up 44% in value on last year, and ex- 
ports: show an increase of 5%. Both 
tra and New Zealand are — 

ore. B fish ee 









B.C. is guilty of speeding up 
life. When the Announcer says on 
thursday evening that the weather 
ok for Saturday is—whatever it is, 
eck seems to be gone, and surely 
days disappear quickly enough 
dy. However, that is in keeping 
the age. But there are some things 
oO like to try to forecast, and 

ess Outlook is one of them. 
ible for any business to get 
idea of what is likely to 
les in. the future. All that 
-is the sales figure for each 
he pas > or four years. 
ry to December | 
d to that total 
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Ea OFT 
figure each time. 
: nay find a tendency 
rhether you are adding or 
“but when you have once 
yvtracted in the wrong place 
d to start again, you will be 
articular sl 






























d Line is 
Make e 











Owing the way in which your 
are trending. What of the future? 
look at the line you will see the 
ction in which. it tends to go: 
ketch in the suggested projection. in 
pencil, and see where it leads to in 
twelve months. 3 | 
It is a comcentrated picture of the 
ults that are toming and will come 
n the organization as it is. It irons 
» fluctuations. and shows the 
s distinct from the tack- 
i i ‘ds and forwards shown by 
a chart of the separate monthly figures. 
The very least to be learned from this 
hod is whether the tendency is up- 
or downward. The concern of¢ 
nagement is with the general 
business, and from that know- 
e detail plans evolve. It is, 
nly sense. to 
























detailed plans. Sales are given as an 
example, but obviously other records 
can be analysed in the same way. 

No amount of reading about charts 
and curves can ever explain the value 
of them. To plot the moving annual 
total curve of sales as described, will 
give a new angle on the use of statistics 
in any business. The description pur- 
posely stops at the barest essentials, 
because although it is possible to dis- 
course at great length about the various 
interpretations that can be put upon 
the shape of the curve, the rate and 
position of rises and falls, and a hundred 
other things, no words will convey half 
as Clearly and quickly, the knowledge 
that will come from experimenting with 
your own figures. 

Mention has been made of semi-log. 
paper. Well, if it introduces a com- 
plication, use ordinary squared-paper 
first, and plot the figures again on semi- 
log. That will show the difference 
better than the most erudite treatise on 
logarithmic co-relations, or any other 
fanciful name that might be given to it. 
The advantages of the paper will 
become self-apparent; you will appre- 
ciate the standardization, and the way 
in which it shows the percentage 
relationship between curves based on 
figures of quite different magnitude. 
The easiest way to see this is to draw it. 
2.5 plus 20% is 3; 50 plus 20% is 6o. 





To-day’ s Most Vital Business Need 


By A. J. 


Team Work Aiming At 
CUSTOMER—SERVICE 


PARKER 





Plot 2.5 rising to 3, and 50 rising tò ~ 
60 to the same scale on ordinary 
squared paper, and the lines or curves, 
will rise at very different angles; plot _ 
them on semi-log. paper and they will d 
rise at the same angle because they have | 
the same percentage rate of increase. | 
It is easy to see how useful this is when j 
comparing sales of different products, 
or when comparing sales and salet 
expense. | —— 

















































This Curve Does Not Allou L 
For Emergencies -> 


Then again, the projection of the ~~ 
moving annual curve into the future 
requires thought. To follow the natural* 
projection pre-supposes that no major 
change in policy is under consideration 
such as a slaughter in prices or an 
entirely new advertising campaign. ©- 

However, we return to the point from 
which we started, and say that it is 
possible to get a very good idea of what 
is likely to happen to next year’s sales 
by a study of past event gua oe 
demonstration’ of the 
foresight is 90% hindsight, and tH 
thing is to make a start on orga 
the hindsight. It will introduce: 
confidence into your dealings 
statistics, and the feeling that actior 
being taken on knowledge in place 
former leaps in the dark. ee 











To paramount need throughout all 
industry is for a planned team efort 
towards improving the service rendered 
to the whole team of customers. 
PLANNING, TEAM WORK, and 
SERVICE—-these are the three golden 
keys which, in my judgment, will unlock 
the doors to healthy industrial progress. 

What do I mean by Servige? . The 
application of this idea has three important 
implications: —~ 

(1) It means that ali the members of 
an industrial organization must serve one 
another. This can only be done by work- 






ing together as a team that is striving 
continually to reach the comin y 





OF 
the success of the whole orga 3 
(2) The Organization as a cx 





unified human team of workers must serve = 
all those who have provided the necessary 
capital for the efficient running of the ~~ 
business—~this money taking the form of 
buildings, plant, equipment, raw materi- 
ais, work in process of manufacture, ete. 
by ensuring that the company’s business 
yields profits enough to pay an adequate 
rate of interest to them, | 
(3) The Organization must serve its 




















advent of national Press adver- 
wr and the general adoption of 
jg tactics by the employment 
"ge body of highly-trained 
nt@lity salesmen has tended to alter 
. iew point of both wholesale and 
| grocers from that of sales to one 
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stributor. Conversely, 
ional advertising and 
hemes are almost 





“ded before a new grocery pro- 
ke y line iş stocked with any 
tisis ™ has led many manufac- 
_ i rely almost entirely upon their 
Ton cik efforts in order to build up 

a k Sree avid for their products. 
rs 


on Winsome Dairy Products, 
ho\ 7 w, launched their new small-unit 
Suv T Bud packet cheese two years 
ago, they went entirely contrary to 
what is becoming the modern practice. 
They secured real national distribution 
solely through the routine process of 
the salesman putting the proposition up 
to the wholesalers. That hard-worked 
individual, the wholesaler'’s traveller, 
actually pioneered the product to the 
_ retailer—and the job was done. 

- This is far more remarkable than 
=- might appear at first thought. It goes 
contrary to to-day’s experience with 
nearly all manufacturers. How is it, 
then, that Silver Bud cheese was so 
rapidly taken up by the retailers and 
equally by the public? 



















First it was this: Winsome Dairy 
roducts e made sure before 
aunched the new cheese that :— 


@) The 
— cheese Z 








in economical price. 
ere conscious of th 


Without Advertising 


w E. L. OGILVY-STUART 


— This distributios: was secured for a new branded food product, the type of 
: — upon which, usually, manufacturers spend large sums to introduce 
| it\to wholesalers, retailers and the public. 

— was secured without this expense is explained in the article. It 
ight be added, however, that enormous public demand arose the moment the 
roduct appeared—again without the inducement of advertising. The secret 
as, the product fulfilled a real need. There were already about 130 brands 
— cheese being retailed, but none was priced at less than sixpence per 
i- To meet the widespread demand for units of package cheese at less than 
nce retailers were compelled to break up standard packages and to sell the 
nts separately at so much per piece, a troublesome business. Winsome 
ies foresaw the possibilities of this huge small-unit market and introduced a 
package to meet it—Silver Bud Cheese, selling at 3 portions for twopence. 
Once in the shops it sold itself.—Ed. 


TO 


they | 


public. wanted a high quality 
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The manner in which the trade 





(3) No © strictly article 
existed. 

(4) The wholesaler and retailer would 
work as active salesmen if they 
knew that fair play would be 
shown all the way round. 

The very fact that there would be no 
heavy expenditures on advertising and 
millstone of a “development 
account’ assisted Winsome Dairy Pro- 
ducts to ensure that Silver Bud cheese 
should be of a quality equa! to the best 


amama 


competing 


The problem of employees” — is important 
concern; yeti itis one too often tackled i 
















Although here ere 
some 130 brands of. tek 
the market, none was retailed | at 
than 6d. a — 
unusual andi- att Veo 
carton, of which the ery al a 
gested packet cheese, came out with 
the novel selling price of “'3 portions 
for 2d."’, But, even then, the crowde 
state of the market might have c 
the wholesaler. to refuse to show 
enthusiasm... This is where the sal 
policy behind Silver Bud cheese 
epee fairness t pi 
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customer — a wh le 
supplied direct. At 
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a demand alreac 
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in an unsal 


| NTIL recently it had not occurred 
Æ to us to look into our. selling 
expenses to the extent of working 
out (roughly). the cost of each sales- 
man’s call. 
__ The last word is in italics as it is very 
‘different, in its significance, from the 
usual practice of working out sales- 
‘Tagpes cost per order. 

= We had something of a shock when 
we discovered that salesmen in the 


home counties area were costing us 
etween eighteen and twenty shillings 


8 


ag job” or running 
ses, but we came 
lat certainly some- 


ot alle e that the salesmen 


keeping the door 
ould enable them 
s and so reduce the 
easing the number 


‘his desk might appear to be 
‘| an. old-fashioned roll-top 
type with a curious cup- 
board in the side. Actually, 
however, it has been designed 
y Mr, Charles Wowell, Chief 
Librarian of the magnificently 
equipped » library, Manchester, 
or his own uses 
Mr. Nowell organizes his business day 
drom this desk, and controls many 
thousands of records. The writing surface 
3 large, six feet by three feet six, No 
elephone stands on it; that is accom- 
ated.on a small table to Mr. Nowell's 
and. At the back of the desk, unlike 
‘fashioned type, there is no large 
small drawers. Instead, there are 
each designed to carry cards 


These constitute. the. 


vhole 


notes, 


y 
ALAN C. DENNY 


of orders and, similarly, reduce the 
actual cost per order. We calculated 
that the saving made in this way would 
exceed the cost of the direct mail 
campaign. 

In practice, after running the scheme 
for twelve months, we found that this 
definitely was so. 

Our mail campaign consisted of well 
laid out brochures, belpful letters to 
dealers offering them ‘‘dealer-helps’’, 
drafts of letters to help them in their 
own local mailing campaigns and adver- 
tisement lay-outs for their local papers. 
We included, too, a series of pep 
letters, sent out at not too frequent 
intervals, urging dealers to take advan- 
tage of special seasons, events, ete., in 
order to sell more goods. 

This more or less continuous fire of 
postal matter bridged the gap between 
salesmen’s calls. It kept our firm’s 
name before the dealer, and as all our 


the desk, underneath a small rack designed 
to hold papers which are not ig immediate 
use but may be required any gloment. 

The three drawers in the left pedestal 
of the desk take specific documents such 
as reports and sheets of statistics, while 
those on the right are personal letter files. 
Mr. Nowell prefers to have his letters near 
him, instead of in a distant fle, 

Either leaf on the pedestals can car 
a typewriter which the libraria or 
cupboard onthe righ: 
ble | T the neat] 


i m order. 
One piece of mailing matter we fou, 
was particularly effective. That was 
letter intimating that the. sale simi 
would call on a certain day and wou 
have with him certain special sampi 
with a novel appeal. We always trit 
to work this in somehow to indicat 
that the salesman was not making 
purely routine call. Í 
Even when we had no actually nev 
lines to show we endeavoured to give 
the old ones a new twist or to offer. 
some little service or other which would 
make a special occasion of the visit. 
Every dealer was thus given the 
impression that he was being treated. 
individually and not being called on by, 
& mere order collector. Ce 


We merely linked it up with the 4 
ing campaign to make the latter 
effective. e 
Qur latest results show that, 
taking all extra expense into cong 
tion, our costs per call have 
reduced by an all-round 30 per ¢ 
The salesmen, too, are morg 
since they appreciate being t 
fully backed up by head offic dEms 


tributed in a rather haphazard ma 


cupboard is a series of drawers, each bears 
ing the name of an executive. The mail. 
and other matter is sorted into these 
trays from which it 
buted. Ry 
“Und ge of the desk are. 
hich operate lights outside- 
librarian’s office. Red” 
ipt; yellow means” 

reen is.‘‘all clear.’ 
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ul of time and labour, that entails expense to 





overtime, that risks losing you customers 


Kalamazoo 
Equipment 
for visible 
Recording 





„one of the thousands of firms who are quite unaware of the _ 
t this moment existing in their counting-houses of speeding-up, of = 




















ising in time and labour, of increasing control and efficiency. 
‘is because such possibilities have never been pointed out. 
© Systems Department will indicate to you any such possibilities 
and give you subsequent advice and help, all without the least — 
ligation. it does not deal with the accounts themselves but with 
arrangement; and it may be that only a slight change in the latter. 
o produce a surprising result. | 
a loose-leaf record may be changed to a “visible” record with 
y increased speed of posting and reference and 
litional advantage of giving absolute control 












Kalamazoo 


ou are satisfied with your present methods or Equipment 
hot write us? It may be we can help you. i for Machine 


Accounting 


GO/E/S/34, 





. (‘Proprietors : MORLAND & — Lro y 
Heap Ofrice anb Factory: NORTHFIELD, B 
ce: Shell Mex Hous WC.2. Seo a". ced cole 








keeps stationery ‘immaculate and delivers in 
second the heading or envelope required. 
No more fiddling to select paper, no more 
stationery spoiled in handling. Adjustable t to 
take any size of standard stationery. 


Fitted in the “EXPERT” Typist’s — 
(illustrated) or as a separate fitting easily j 
| attached to any desk. f 
| 


C2 


Birmingham, Bristol, are — 
Manchester, Newcastle-on-Tyne and Cairo (Egypt) . 


IITE’S SYNCHRONOUS ELECTRIC CLOCK” 


Y QU will be surprised at the number of customers who will come to your 
- 0p instead of going elsewhere when they know you have a clock which 
riably right.  Smith’s-Synchronous Electric Clocks plug in to Greenwich 
yhherever there. are time-controlled electric A.C. Mains. They never need 

o be tegulated or wound up. Low in first cost, their running expense is 
iegligible and their continuous reliability is unquestionable. The range of 
tandard models includes wall and mantel, exterior and interior, and hanging 
1d illuminated patterns. Manufacturers and distributors can Mild up trade 


d public. goodwill linked with their own product. Wte ‘now 


for 
illustrated brochures - _ 
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ny reasons why a certain 
“plant may be idle. It 
ergoing repair after a 
he repair is necessary, 
will the machine be out 


Was it caused by careless use 


down? q 
or by faulty construction? 
who upset it understand the cost of his 
carelessness? Do the makers of the 
machine know that it was badly made? 
When it has been repaired will it break 
down again? Is the machine so old 
that it ought to be scrapped? Are the 
directors prepared to order a modern 
one? Do they know by how much 
a more modern machine would lower 
costs? 

These are a few of the questions to 
be asked about a disabled machine and 
each of them calls for an immediate 
answer if the costs of idleness are to be 
reduced. 


The Trouble may be Local 
„or General 

: The machine may be 

‘Jack: of power. H it is electric 

driven by current from outside, do 

suppliers know 

ing outpw 


















supply of powe 
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know that they are hamper — 


amos insufficient 
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driven machine may be still because the 
boilers are overworked. Are steps being 
taken to increase the efficiency of the 
steam raising plant? Would a different 
type of power plant give cheaper and 
more reliable energy? 

Perhaps other departments have 
failed to send enough work along to 
keep the machine busy. Does the 
system of routing the work through the 
factory demamd a thorough overhaul 
and reorganization? Where are the 
bottle-ndtks that cause the stoppage? 

The machine may not be working 
because the man who runs it is away. 
If he is ill, is he often ill and absent’ e 
Does he take time off when he thinks 
he will? Is he on holiday? -Why is 
dies. by 
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cause may be lack of work and 1 
switches the question over to the s 
department. D 4 
wanted? 
ducing? Are they up to their 


goods is not up to standard; p 
competitors can produce at lower p 
perhaps fresh lines are needed. D 
investigation is called for here. 


over, the full po 
must be apphed 
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QUATE, because 
idle machine means af 
hourly loss of prol 


MEAR ners venient vibe Si AN pra A ea Meera enna NN 










Is it more orders tha 
What are the salesinett 





It may be that the quality ol 






To investigation of this kind, 






























working machine and from this 10 ce 
culate the cost of those that are t4. 
All this will have to be BCE d fo 
ultimately, as every halipenny 
is also shown in the loss on the 
invested in these machines. 
It is here that one ofthe benoit 
a really modern system of product 
costing can be taken advantage . 
The exact cost of the ailere c 
dissected and gauged in- term 
{s. do “To know the precise cost 
failure not only enables the: mar 
ment to meet if in the best possible 
way but it is algo a strong incentive 
to put the trouble right with the i 
mum of delay. TR Sasi 
It is in the smal ks th 
point is particularly ni : 
that. -ext 
























MULTI 
DUPLICATOR and PRINTER 


“MULTILITH ” duplicating is highest 
quality Printing — Lithographic Printing. 
Duplicates and prints Letters, Stationery, 
Office Forms, Leaflets, Folders, Sales Litera- 
ture, etc. Faster—better—at lower cost 
than hitherto possible. Simple to operate 





for 
FASTER - BETTER 
DUPLICATING AT 


LOWER COST, 





















for 

FINEST QUALITY 

PRINTING AT 
LOWER COST. 


The most Revolutionary 
Advance in Duplicator 


Design ever made. 


SOGRAPH-MULTIGRAPH LTD. 
© (Multilith” Division) 
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you. to ffl this great decision. 

4, Metropolitan College Postal Train. 
ing is the best that can be obtained, 
aml it is the finest investment any 
young, ambitious man can make for 
his future welfare and progress in 
bnsiness life, 

The “GUIDE TO CAREERS in 
Secretaryship, Accountancy, Law and 
Commerce’, published by the Metro- 
palitan College, St. Albans. is a well. 
produced. and carefully edited {lhys- 
tated volume of 192 large pages, Tt 
aot only. reveals the alluring prospects 
Yor trained. men in Secretaryship, Ac- 
Sountancy, Law and Commerce, but 
it shows just how you can become an 
outstanding success in a wide choice 
of careers, Fill in and post the 
Covpon today, 


OUPON—POST NOW! 


Please send. me-without charge or 
obligation~-a_ copy of the College 
Pace '@UIDE TO CAREERS’, 
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hat will you BH the hiatus? | 
be with a determined reso. | 
Succeed in Ife, or will it be 
as, with doubt, hesitation, 

i Fed outlook toward 
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a LONDON, W.C.2 


* ADVERTISING 


@ OFFERS YOU A 


® WELL-PAID CAREE 


— — a business of unlimited opportunities both for men and women, Over 
£200,000, ars spent in Britain alone every year in Advertising. 





—no attachments necessary. “Multilith” 
introduces— ae 


Lower duplicating costs 
Consistent Quality 

New and wider uses 

Cuts Printing Costs 


Eliminates all printed 
waste stock 


Increases sales 


Prints Private Documents 
in own office 




















For good and. 
talaries are high and promotion rapid. We can train you for a 


good position in from six to twelve months, 








=S SUBJECTS COVERED === 


introduction and the Power of Advertising —Correct : 
English— Writing Advertising Copy — Printers’ Type 
and Typographical {[Measurements—Principles of Print. 
ing~Preparing Layouts—Engraving and Blockmaking 
~» Principes of Advertisement Display — Advertisement È 
Hiustration—Advertising Mediums—Correction of Proofs _ 
w Preparation of Advertising Literature — Retall Advers: 
tising~Mail Order and Postal Advertising — Outdoor 
Advertising — Trade Paper Advertising — Managing as 
Advertising Campaigns — Advertising Agencies — Selling 
Advertising Space — Important Miscellaneous Adver on 
tising Matters—Securing a Position in Advertising © 
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You can take the Course at homedn- your. spare time wherever you live without... 
interfering with your present employment. Why be content to jog along on small.” 
i dpects when such. 
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OF ADVERTISING 


LONDON, E.C.4 LTO 


an opportunity is offered to youl: Send 
















OFFICE PRACTICE & EQUIPMENT 


TELEPHONE 


Methods and Manners 
that SAVE MONEY 


housands of pounds are wasted every 
day to firms by the inefficient and 
un-businesslike methods of their 
telephone operators. 
Many firms do not realize that the 
— girl is one of the most im- 
If they 
did they would not kio “customers, 
prospective clients, and general in- 
quirers to receive the treatment they 
often do at present at the hands of their 
operators. 


It should be known that the 
Post Office offers to sub- 
scribers renting switchboards 
facilities for free training of 
private branch exchange 
operators.—Ed. 


— 


In many cases it is not entirely the 
fault of the girls, they cannot know all 
the details of a business without instruc- 
tion. In my opinion, every business 


firm should arrange for its telephone 


girls to get a personal insight into the 
workings of every department, for on 
their shoulders rests the responsibility 
of being the ‘mouthpiece e of the firm’’ 

There are thousands of girls in charge 
of switchboards who have only the 
vaguest knowledge of the businesses 
they represent. Generally all the ey know 
is the firm’s telephone number and the 
names of a few executives. As a result 
callers waste hours while they are 
‘‘transferred’’ from Mr. So-and-So to 
somebody else, before finding a person 
who can deal with their inquiry. 


Inefficient Switchboard Operators 
are Costly 


It is not enough for an operator to 
have a pleasant voice on the ‘phone. 
She should be trained to use her brains. 

And it is not only switchboard opera- 
tors who are inefficient and costly to 
their firm by the way in which they 
use the ‘phone. Many senior employees 
and higher executives could improve 
themselvgs a great deal. 

Commenting on Mr. Pickup’s remarks, 
Mr. H. E. Powell-Jones, Director of the 
Telephone Development Association, 
has said that firms are now really study- 
ing their telephone efficiency. This is 
absolutely necessary, as anyone in 
charge of a firm’s telephones is in 


By H. 


Incorporated Sales Managers’ Association 


Chairman: 


charge of the main artery of the busi- 
ness. In a new booklet, ‘‘How to Get 
the Best Value from your Telephone 
Service’’, which the Association has 
published, are extracted the following 
points of vital importance to manage- 
ment: 


1. Many incoming ‘phone calls are 
the direct outcome of a letter dispatched 
from your office. It will help your 
switchboard operator to ‘‘filter’’ calls 


rapidly and efficiently and save the 


caller’s time if either of the two follow- 
ing expedients are adopted :— 

(a) Every outgoing letter should indi- 

cate the ‘phone extension number 
of the person who will deal with 
any telephone inquiries relating 
to the subject-matter of the 
letter. 
The ’phone extension number 
should be used as part of the 
“Reference” on every outgoing 
letter. Thus, as soon as the 
operator hears ‘“‘about your letter 
23/SVD .. .’" she will know at 
once that the caller should be put 
through to Mr. S. V. Dickins, 
whose extension number on her 
switchboard is 23. 

Both the above methods have been 
successfully tested out in practice and 
are in no way dependent upon the 
legibility of the signature on the letter. 


2. P.B.X. (private branch exchange) 


PICKUP 


operators and staff should be furnislied 
with a complete list, so displayed as to 
be visible to the operator without 
leaving the switchboard, of departments 
or sections and of the responsible exeou- 
tive employees of each department, 
with their respective ‘phone extension 
number. Changes in personnel should 
be promptly notified to the P.B.X. 
operator. 


i - 

3. In big firms, to cater for unusual 
inquiries, i.e., those which cannot be 
put through to the appropriate exten- 
sion by the exercise of the operator's 
common sense or through the quotation 
of a reference, the P.B.X. operator 
should be supplied with a special, or 
“emergency’’, name and extension 
number. This officer; who should be 
specially selected for experience, tact 
and discretion, should always be avail- 
able at his desk during normal hours to 
deal personally in the first instance with 
all such inquiries. 


* . 
> 

4. All incoming external caMs should 
be answered, by the operator, by at 
once announcing the name of the Com- 
pany. Nothing more is required. Any- 
thing more wastes your time, the 
caller’s time and the time of the tele- 
phone system as a whole. Operators 
should address an individual by his (or 


NEW E 
LOW- PRICED 
CASH REGISTER 


This British cash register is con- 
structed on a new principle and is 
designed to meet the demand for a 
really low priced efficient machine. 
Registration is made by dialling. 
The total adder records up to £100. 
Total of transactions are visible at 
a glance, but can be kept secret at 
will. Record cards are provided for 
daily totals, accounts received, and 
paid out 











) e- individual 
xy her before switching the call 
fr this ensures J— that the indi- 
























5 effort to sug- 
-There i is a big 





11. Whenever you have to be out of- pene is not wilful and is probably jus 


your office, let P.B.X. operator, or your 
secretary, or assistant, know where you 
can be reached or when you expect to 
be back. 

The close of a telephone conversation 
is almost as important as its start, and 
probably more difficult. An unneces- 
sarily abrupt ending can leave the 
wrong impression: so can a lengthy 
interchange of unimportant trivialities. 

As a broad generalization it is sug- 
gested that a telephone call should be 
ended by the caller on the same lines as 
a personal call at the office. 


* 


12. Always remember that, whatever 
position you occupy in your organiza- 
tion, you are, throughout your business 
telephone conversation, a direct repre- 
sentative of your Company——yours, in 
a very real sense, is the “voice of the 
frm”. Your telephone manners, your 
telephone voice, reflect not only your 
own personality, but your firm’s stan- 


— il 


This Plan 


RAISES TYPING OUTPU: 


fhile the. biotito of PE A 


f eal appliances and methods is 
diy the chief means by 
which a saving of costs cant — made in 





undoubted: 


the office, [there are 2: 





you are called in error, the inti 






as disconcerting to the caller as to you 
You have no need to apologize, as yo 
have done nothing wrong, but if an 
apology is forthcoming from the othe 
end, a soft answer in acceptance no 
only turns away wrath but secure 
goodwill, k 


14. Trunk calls cost money, your 
Company’s money. On this accou 
alone they deserve special attention. 


* 

15. Don’t leave your office after. 
putting in a trunk call until it has: 
matured or been cancelled, and don't. 
keep the line waiting. Trunk calls are. 
paid for by time as well as by distance}; - 
one of the many advantages of the 
Inland Trunk ‘‘person to person” call: 
is that payment only begins to run from 
the moment at which the two parties 
begin their conversation. | 
Copies of the complete booklet. ma 
be had, free, from The — 
Development Service. 





















































and 
REDUCES 
COSTS 


x 


Overtime at peak seasons was a heavy 
item in the overhead costs total. _ | 
simple method banished it and improved _ 


This 





the standard and volume of work- 
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DESK 


desk of this build is seldom sold at less than £4 4s. 


An Amazing 


Offer of 
700 FINE OAK DESKS 


UNDER FACTORY COST! 


Here is one of the most remarkable bargains ever offered! A 
The top 
(non- -warpable and thick) is worth 30/- on its own. The legs 
are 1§ ins. square. The large writing area is 36 ins. (plus 
11 ins, extension) by 20 ins: 
The drawers, which are cleanly dovetailed, all lock, and the 
hinged extension is as firm as the main top. The desk is ifeal 
for typists,clerks, schools, or for home study. 
(Separately) The chairs are suitable for private homes, 









FULL offices, etc., and upholstered in good leath- 
SIZE erette, and ‘polished dark or light solid oak. 
— of The desks are in lustrous brown oak, but 
surface we can polish them any shade for 2/6 extra. 
47 x 20 We send them both on 7 DAYS’ FREE 
—— Free Delivery 4s — 2 nanyaprroyed 
ai jor ffice on 5 
or Dining Room si pel Ms, —— and So ACT NOW! 
13/9 formerly Chair 1/3, Desh 2/6 ex. Former} £4:18:6 
A 29/6 (3/6 thetw). = ese ew wrererecee@] 
—— sib ond Gla Also 320 only —6-guinea 


Filing Cabinets at 


Here is a chance to g We have 


4 

i 
Send for Sale List of Office Desks, Chairs, Filing Cabinets, etc. : 
LTD. (Dept. 8) 55/57 OLD BAILEY | 
| 

I 

] 

i 


60/- 


bought for cash a stock kK of — 
made Roll Curtain Cabinets, cach 
LONDON, E.C.4 (City 3313-3 lines) sliding trays 144 ins. square. — — all 8 tra 
Also 16 St. Mary's Parsonage, MANCHESTER Ideal for Office, and much used for music, records, € 
(Blackfriars 6345) (Mahogany finish 5/-¢x.) State Light, Medium or Dark Polish 
622 Royal Liver Buildings, LIVERPOOL (Bank 4112) 





Sent on 7 ’ trial to any approved customer in U.K. 
— Carriage Free. - 
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VISLBLE 
RECORDING 


sELP 


have now successfully evolved a NEW VISIBLE EQUIPMENT 


—the price of which will enable every size and type of * 

business undertaking to take advantage of the facilities of 

Visible Recording—but which has hitherto been prohibitive 
fer reasons of COST only 


EX 


Send particulars of your recording requirements to: 


INFALLIBLE CARD SELECTING CO. LTD. 


“SELDEX” Works, Hazelwell Lane, Stirchley, BIRMINGHAM 
KINGS NORTON 16/8 
Tel.: Holborn 73914 


ECI 


-= 
LONDON BRANCH: 24 Holborn, 
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ded to try out the idea. The result 
ate is that a saving of something The New 
oo has been made in overtime 


emeena BUSINESS REPLY WIRES 


this firm is now proving to what 
nt the staff can be encouraged to 


and costs çut down by the will help your 


tive: of a “growth of out- 
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. p put through f A EA manean meh tanita) sn nis ga nae ` 
the post depart- * 
a weekly record 


x 
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ber of letters 
rthand-typist. 

tants engaged in 
é letters, including 


ments. 
tter, excluding ee wee = 
98, and dictator’s he Post Office has introduced yet the code which is given on registration; - 
culated by divid- another asset to the business man. the latest date for the handing in of the | 
‘by total letters The Business Reply Telegram which telegram; and the maximum amount 
= | , enables him to serve his customers you are prepared to pay for the tele- 
ances thee staff more speedily, directly and satisfac- gram. — — 
very een on the chart. torily at a minimum cost, If the telegram is shorter than you 
ds enter into the spirit and = The system is one whereby telegram anticipated you will only be charged. 
delays which might affect forms can be circulated by post to your for the actual cost of the telegram, but- 
customers who, when they desire to if the charge comes to more than you: 
order urgently, can use the form with- have specified, then the sender is 
out payment. The charges on such charged for all excess, €.g., supposing - 
telegrams are entered on the telegram you have inserted the minimum amount 
account of the circulating firm. This of 1 /- and the telegram when handed 
differs from the ordinary telegram which in contained 18 words, the sender would ` 
has to be paid for in advance, and con- be required to pay the excess fee of 6d. 
sequently relieves the firm of having If you had inserted 1/6 and the tele- 
to place stamps on all telegrams circu- gram only contained 12 words, then 
ta: lated as was the former custom. you would be charged 1J. ooo 
kes it possible to eliminate The Business Reply Telegram will The telegrams are to be dated for a 
payments for extra staffand impress your clients with the import- period not exceeding three months, 
t also ance of your communimations and the when they will become invalid. The 
: \ businesslike way in which you deal back of the form has been left blank in 
with them. ” order that an advertisement can be — 







your customers with these telegraph f 
ordering. Cost of wires used are charged b 
Office to your account — 




























. HE you wish to introduc thé new placed on the 3 — 
- system to your business you can doso The system has been inaugurated ` 
by opening a telegram account (if you entir ly in the interest of the business 
al do not already possess nan, and if he has a fairly large distri- — 
"tering as a user of the Business Reply bution of telegram forme, eon has a 
the Telegram. Registration costs f be 3 





















egister as — 


been printed by the 
can be obtained on 
O. counter. _ ~ 






OFFICE PRACTICE & EQUIPMENT 





Among The Latest In 
| IL USINESS 


Right : A small sheet of special fabric inserted in the 
ordinary way behind a cheque or other document 
enables the typist to cut indelibly into the cheque 
any written matter required, thus making it forgery- 
_proof. Note that this simple and inexpensive 
method cuts not only the amount, but the date and 
payee’s name as well. Full length letters or any 


other documents can also just as easily be indelibly 
recorded in this way 



































Left: This is a union of the 
modern electric addressing 
machine and a high-efficiency 
duplicating apparatus constructed 
on a new principle. Blank letter 
heads are fed into the machine 
and emerge as complete letters, 
each individually addressed, 
dated and signed, ready for 
posting. The letterheads them- 
selves can, if required, also be 
printed at the same time. The 
setting of the letters involves no 
stencil making or typesetting. 
Output of completed letters is 
2,500 per hour 


Right : Many products, in manu- 
facture and storage, are affected 
by the degree of humidity in the 
atmosphere. This instrument 
indicates the humidity as accur- 
ately as a thermometer indicates 
temperature. Apart from use 
in factories this instrument is 
as valuable in offices, especially 
where ‘large heating units are 
employed. The point where the 
air becomes heat dried beyond 
healthy requirements can 
at once be seen, and 
remedied 
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Q@UIDMENT 


THIG CHEQUE REQUIRES ENDORSEMENT 





Below : Here is a new development to aid typjng 
efficiency. The special cabinet to the typust’s 
left ha keeps stationery immaculate. By 
lightly touching one of the rubber follers with 
the middle finger the desired sheet of paper or 
envelope is delivered between index finger and 
thumb. Stationery does not become dog-eared 
at the corners, thus waste by damage is eliminated. 
The paper carriers are readily adjustable by 
turning a thumb screw to take any standard size 
of stationery. The sliding shelf which covers 
the stationery cabinet forms an extra table when 
the desk is in use and protects the stationery 
when it is closed. As a separate fitting it can be 
attached to any desk or table 


SAVE 


Double Their 


Cost 


STELLO, A.C.1LS., A.C.W.A. 


“In an Interview with 


GODFREY DAVIS 


Director : Godfrey Davis Ltd. 


we , installed two simple 
č machines to 
posting and 

p, we cut our 

, and at the 

ect the further 

amount which 

wach year for the 


incidentally, was not 
he ti We 
accuracy and 
> _ customers: 


€ CC —— find a more Striking 

fe of all-round gain in efficiency 

id cost-saving attained, not by putting 

elaborate and expensive machinery 

requiring, perhaps, an entire change of 

outine, but simply by substituting the 

idding-accounting machine in almost its 

simplest form. for hand methods of 
O 


methods to show not only how little 
ange in methods is necessary, but also 
o illustrate sow general is the applica- 
ion to the pregressive, medium-sized 


These ‘are the Details of the 
Bustness 


The business under review is that of 
motor hiring (in all its grades from the 
mali ten. horsepower 

self” car to the expensive chauffeur- 
driven limousine) ‘the modern method 
of motoring’ by which the customer 

tains the best service for modest 


“drive yours 


This new electrically operated miniature bookkeeping machine enables 
the smallest businesses to obtain the advantages of mechanical accour 

It is light, portable and occupies very little space on a desk. ‘With this 
machine the books can be completely, balanced every day, thus. g 
the proprietor a daily bird’s eye view of the activities of his busin SS as 
a whole—enabling him to know his exact financial position at. any 


time. 


The machine is simple te operate and affords Perle contr 


at a very reasonable cost 


danny ang vty nurs maki Ane in eet ety el ASI cele lay inaa AAA AGA i aAa aaa aana oh ansaan aSa 


business is with individuals and firms of 
consequence is, of course, no less 
important. 

Looking back four years, we find the 
firm at the stage of having for hire some 
8o cars, for all of which records had to 
be kept. The control system consisted 
of large cards upon which was recorded 
the mileage run by each car under each 
hiring contract, with an analysis of 
expenses under thirty or forty heads, 
all calculated to three places of 
decimals... The aggregate results were 
summarized to show the financial 
position day by day, but, as will be 
appreciated, the volume of work by 
hand methods was sa vast that these 
daily statements could never readily be 
got out in time to be aWaillable the 
following morning. e * 

Expanding business made it impera- 
tive to adopt some other basis of control 
and this was found by grouping under 
twelve heads by classes of car and of 
hire contract. At the same time, the 
recording 
separate operation. 

In those days, one mal 
ti toyed: 4 for Bis full 


of expenses was made a 


gate wage bill being about £5: 5 a weel 
these two operations. : — 

It was the practice then, as now, to. 
show on each customer's hire invoice © 
the amount already due by him or. 
standing to his credit, as the case might” 
be, with, added or subtracted, the 
charge fer the current hire transaction. 
The book-keeper had therefore to refer 
in all credit transactions to the ledger 
and to extract the current balance to be _ 
shown in the invoice. However care- 
fully this work was carried out, there 
were occasionally errors which not only ~ 
detracted from the goodwill of the firm | 
with the customer, but also caused loss — 
of time when reconciling the Dook 
whilst the error was being traced: — 


The Book-Keeping Errors were 
Cut Out — 


it was to overcome this particular 


difficulty that adding eaccounting 
machines were installed. a 
é type of machine chosen’ feature £ 
le and efficient 12- key keybos 
ch “‘touc 


a minimum 





Figures are ‘‘written’’ on the key- 
board much as figures are written with 
pencil on paper—the machine auto- 
matically selecting the correct columns. 
Direct subtraction is just as simple to 
operate as addition, and all totals are 
automatically obtained when required. 
The machine also shows automatically 
when taking out a balance, by printing 
in different colours, whether the result 
is a debit or credit to the customer. It 
has a typewriter platen round which 
the sheets or ledger cards are fed, and 
the usual inked ribbon for recording. 

Simultaneously with the adoption of 
this machine, a card ledger system was 
installed to provide not only a readily 
accessible source of the balance of 
account figures to be shown on the 
invoices, but to facilitate posting opera- 


Easy to Change to the Machine 
System 

It will thus be seen that the changes 
necessary were only of means and not 
of methods, i.e. the substitution of 
ledger cards for an ordinary bound 
ledger. At the same time girl operators 
took over the work. 

With the aid of the machine it has 
become a simple matter as transactions 
arise to extract the ledger cards for 
posting, and they are now kept in 
balance continuously. There is now 
also an automatic machine check on 
each invoice. The ‘‘old balance’’ is 


charge is posted and the new balance 
thrown up and recorded. This is com- 
pared with the total on the copy 
invoice, which was obtained, of course, 
independently, since it was prepared at 
the counter, and thus any error on the 
original handed to the customer is at 
once detected. i. 

The total of the old balances sub- 
tracted from that of the new provides a 
control figure which is verified by a 
straight cast, made separately, of the 
current items posted. ——— 

It will be clear that not only is each 
ledger card account in balance to date, 
but the day’s postings are checked as 
made, and no error can be accumulated 
or carried forward. Sr a 

The system of recording the hire 
transactions, instead of mileage, speeds 
up the preparation of the daily finan- 
cial statements which are derived from 
summary schedules also prepared on the 
machine. zA 
Financial Position Shown at 

Close of Each Day 

The copy invoices again form the 
basis for this operation, and an average 
of 8o invoices are analysed within an 
hour of the close of the day’s business to 
give the fall financial results of that 
day's operations for presentation on the 
morrow. 

The full capacity of the machine is 
utilized to give under various heads the 
sources of revenue, one line for each 


(Continued on neat page) 


Designed especially for « 
the small business 


New DESK MODEL 
BOOKKEEPING MACHINE 


* Burroughs man- 
u‘acture a complete 
range of Accounting 
Machines ... Adding 
Machines . .. Statisti- 
cal Machines.. .Type- 
writer Billing @ Book- 
keeping Machines. .. 
Calculating Machines 
... Cash Registering 
Machines.. .Correct 
Posture C airs. 


Convenient 
Portable. . 
TOE: 6-6 — 
Simple. . . 
Automatic 


Flexible .. 


Inexpensive 


no bigger than a typewriter 
easily carried 

electrically driven 

anyone can use it 

addition, subtraction, 
balances (debit or credit), 
dates 

posts ledgers, prepares 
statements, handles all 
bookkeeping work 

brings machine accounting 
within the reach of the 
smallest business 


Burroughs . 


BURROUGHS ADDING MACHINE LIMITED 
Chesham House, 136 Regent Street, W.| 


Phone: Regent 7061 (Private Branch Exchange) Branches in principal’cities 








Our first Signpost for ‘Explorer’ is obtainable from 
your Stationer or from our ‘Factory-in-the-Fields’ 


Phone 93 Bradford-on-Avon 


THE BRAVON LEDGER CO. 


A ‘FACTORY-IN-THE- FIELDS’ Signpost for ‘Explorer’ 


OUR SIGNPOSTS 
have been out for years now ; 
some may be a little wedther- 
beaten, in which case please 
let us know, they will be re- 
newed willingly—if you have 
not seen our first signpost 
please inform us, because we 
know you will find your way 
more easily in looseleaf ac- 
counting, with pleasure to 
yourself and profit to your 
business, if you specify — 


WORKS BRAVON LEDGERS 


BRADFORD-ON-AVON 


London Office : 76 Victoria Street, WESTMINSTER, S.W.1 * Phone ViCtoria 6374 Wilts. 











Can you remember the last time you 
TPs saw a horse-~bus ? A good long time ago 
sere ere «isn't it? Yet when you walk through 

o EPRA & a 4 your accounting department, does it 
strike you that the methods used 
there might be out of date ? 


Any number of offices still rely on the 
manual system of accounting. There’s 
a wild rush at the end of the month to 
get the ledger accounts up-to-date; 
clerks work overtime: mistakes occur 
through hasty calculating. Statements 
go ont late--money naturally comes 
in late. 


Yet there is a system which will avoid 
all this--for the small business house 
as well as the large--the Remington 
system. It operates with accuracy, 
neatness and speed, and proves the 
correctness of every entry. And in 
thousands of offices it saves a big 
percentage of accounting costs. 


If you would like to know more about 
it, write for particulars of the 
Remington “Low Cost” Model No. 28 
Cross Balance Accounting Machine— 
which will place you under no oblig- 
ation whatever, 


mith Premier 
ING & 


ADDING MACHINES 


"REMINGTON TYPEWRITER CO., LTD. 
100 GRACECHURCH STREET, LONDON, E.C.3 
Phone : MONUMENT 3333 


ut out the guesswork | 





























changing. Tt affects 
Songs ceded Industrial surveys * installa- 


you handie in your s 
— Ma tionof management methods: 


if There: d PËR 
— — planning, costkeeping, stores 
| deterioration, through keeping, budgetary control, 
Y dryne i 

| excessive moisture, executive direction and 


moet efficient method of determi humidity ia icies 
TS on * Industrial al Model T policies 














































-under the old system, thus. howin; 





“gus Saame | WALLACE CLARK & COMPANY 


Are, dnoisture content | CONSULTING MANAGEMENT ENGINEERS | 


| Auckland, Co. Durham. It 4s, as far. as 










a Fd 


rd nary, Contract and Evening. Bee: 
A second machine is used to prepare 
a. to-column analysis of purchases, 
under the heads, petrol, oil, accessories, 
tyres, etc., this work with the aid of the 
machine taking about 50 per cent. of 
operating time. For the remaining 50 
per cent, it is found useful for- mis- 
cellaneous casting. —— 










Has Enabled Auditors’ Costs 
to be Reduced © | 


Perhaps the outstanding feature: of 
the machine system is the saving in) 
audit fees. Whereas before, the correct 
ness of each individual ledger posting™ 
had to be verified by the auditors—a_ 
task requiring almost continuous 
attendance on their part—by reason of- 
the accuracy of the computations and 
the fact that a control account ensures 
correct posting, their work now has 
been reduced to the extent pepresented 
by fees of {100 a year. | 

Next we find that the firm has: now. 
230 cars for hire against 80 four ye 
ago, that is to say the potential volu x 
of business has been trebled. And the 
increase in office work in connectio 















| therewith is estimated at 100 Per. ce t 


Yet the accounts personnel “co 
firm about £2 a week less in wage th 


further {100 a year saving. 

Added to this, all ledger accoun 
kept in balance so that no erro 
charging can go undetected. 7 

Control, despite the increased volum 
is tightened up, for each morning th 
preceding day’s figures are availat 
fully analysed, together with those 
the “preceding month and year tor i 
parison. 

The analysis of hirings by type ô 
enable a close check to be kept on th 
relative popularity of each, so that the 
constitution of the hire fleet may be. 
varied to meet the maximum demand. — 

Translated into general terms, the 
usual three objections ‘to “machine 
methods—reorganization is necessary; 
unemployment is caused; the machines 
are too expensive—are well answered | 
in this typical instance of the simplest 
application of the adding machine. — At 
inception, no unnatural strain was. 
placed on the existing organization; 
normal expansion took care of re- 
arranged personnel; and the annual 


saving is more than twice the original 
outlay. ——— 
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Te model factory of Messrs. Joseph 
Langford & Sons, concerning which 

firm an article appeared. in the April | 

issue of BUSINESS; is situated at Bishop 








unique in that anyone 
. Bome of the public o 





[E are sometimes asked—is Kardex expensive? Adil 

We have a user who is a smallish newsagent. He sper 

on Kardex and considers it to be the best. investment. 
made. On the other hand, occasionally, we have an enquiry | 
boasting twenty. thousand customers who expect to mel a 
system for a mere song. It can’t be done. — 

All things are relative. You can instal the. very best Kax vat 

complete down to the last detail for the sum. of — per rec 


f fieen years! — 
The cost might be lower; in all probability it wil be Most ot 

too many records in too many places. We plan to pull the } hreads. 

it helps the business and helps your pocket. fe - — 
At this outside figure of — per: unit you 


you can gain a new conception of Sales Panel | : 
fifths of a penny per year! Purchasing, Productio 
the most modern lines can be obtained for the sam 
only costs twopence—it depends on the lay-out. i 
These are not excessive sums to pay for planned efficie 
- cheaper forms of equipment, but there is no cheaper syster 
_ the market because, in the final show-down, business folk. jo 
-by yields. Te 
Just a few words about experts. We are all experts in our 9 
particular field. An architect for a building, an engineer for a bridge 
physician for an ailment; these people have specialized, they | 
confidence—they know their job. Quite naturally when business fo 
about record planning they send for Kardex—we also know our j 
-To be in. business to-day is to have a problem—share it with 
the bare outline and mail it this evening. All services are t ndere 
cost or obligation. Quote Ref. B.5. — 


Made in England 


KARDEX, I LEADENHALL STREET, LONDON, E.C. — Te i 













INTERCOMMUNICATING—AUTOMATIC— 
— — — Di — — 
hone System enables you—as ncipal-~ 
ce the merest Hick of a key=to 


Get through instantly | 
to any departmental 
member of your organiz- 
tion, without turning a 
dial, calling Exchange, 
holding. an earpiece, or 
speaking into an unsanit- 
iry mouthpiece. 
Talk naturally to him, 
thout raising your voice 
with a moving irom 












_ suBsT ATION 


Hear their replies aloud 
through a loudspeaker as 
distinctly as if they were 
standing at your side. H 
you wish your. replies to 
be for your own ear only, 
an earpiece is provided. 



















































































Retain both hands free 
to write or hold papers 
whilst you talk, or even 
walk about the room or 
dictate your letters. 

Secure right of way 
in a polite manner over 





other conversa tions 
between your depart- 
ments. . 


Can you afford to be with- 
out such conveniences in 
your business? It will cost 
you nothing to find out. 
a We give free demonstrations 
@ in your own premises with- 
out charge or obligation. 


puami 
—EE 


L RAPE TELEPHONES Ltd. 
7 London Office and New Showrooms: 

Abbey House, Westminster, $.W.| 
F Telephone: Victoria 5714 (3 lines) 
Head Office and Works: CROYDON, 


: i8 LONDON, MANCHESTER, BIRMINGHAM, GLASGOW, DUBLIN, 
TEAT, LEEDS, BRISTOL, NEWCASTLE, CORK, Etc. 


SURREY 


show an upward move. You can accelerate this by cutting out 
waste and encouraging punctuality with the “G.BY" System. 


= Modern business has no room for inefficiency which increases 
- overheads and brings no return, 


asking for our catalogue. 


|  GLEDHILL-BROOK TIME RECORDERS LTD. | 
o. ae Empire \ Works FIEL 










| fault for which razors are treated is set 


| basic information. i 


remaining 2 per cent is written off th 


| been developed and are personall 


Take the {first step to insure against unproductive minutes by | 
British Te | 


1 before. 





List of Registered Users has 
Several Uses . 
In addition to thus pleasing cus- a. 
tomers by a display of personal interest _ 
and by helping them in any difficulty, | 
this system of registering users also. 
provides the company with a valuable _ 
list for mailing particulars of new pro- 
ducts, accessories, seasonal gifts, etc., 
as they become available from time to , 
time. á 

Reverting for a moment to the 
service and repair department: Every, 













down in fullest detail and catalogued 
Periodically this is examined, and if it 
appears that any particular fault occurs. | 


| frequently, the entire design and manu- — 


facturing. process connected with it. is 
examined with a view to its correction. 
or alteration, The catalogue, in fact, 
provides the company with a mass of — 


irs to- stomers’ razors cannot i 
‘be executed free. Formerly it. 
e company’s practice to send ‘the 








customer a pro-forma invoice for the 
amount. : 
, | has been revised to remove any jar to 


But here again the method 


customers’ sensibilities. $ 

No pro-formas are now sent; simply 
an account, enclosed with the razor: 
when it is returned. z 

Customers appreciate tHis unreserved. 
assumption of their honesty, and 
figures show that 98 per cent pay; the 









books every six months. 


Getting the Daily Bird’s Eye 
` View of Progress 
All these departmental policies have 





supervised by Mr. Kingham, who keep 
constantly in touch with every depart 


ment by means of a daily report 


prepared and handed him by each E 


i executive concerned. 


In addition to this close contact, Mr. : 


| Kingham obtains a bird’s-eye view of | 


the firm’s activities from still another : 


| angle. 


He. sees daily every letter which 
comes into and goes out of the organiza-_ 
tion. Every „afternoon the complete 
day’s.correspondence is put before him: 
Often, of course, he cannot read every 
letter and its reply. Knowledge of the 
fact, however, that out-going as well as. 
in-coming correspondence goes daily to 
the managing director, makes all execu- 
tives take particular care with their 
letters. In this way, too, the managing 
director keeps informed of every move- 
ment of each department. : 

The wider movements of the com- : 
pany he keeps in touch with by means 
of a complete analysis of costs and 
revenue, which are put constantly 
him by the cost accountant. 
ese o are handwritten i 
_ which are kept alway 
3 “(Co OF ntinued on page 36) — 





















keeps you in 
touch with 
every department. 


MOST 
EFFICIENT , 


— 


Meee RELIABLE 


~~. = 1e 


For Sale outright or on Rental 
WRITE TO 
* 5 — | RELAY AUTOMATIC TELEPHONE SECTION 
ee SIEMENS BROTHERS & C2 L' 


See our txnioits at the 38-39 UPPER THAMES ST. LONDON EC4 , TETTE EET. 
Building Centre, 158 New Bond Street, W.1 





THE HOUSE 
FOR CALCULATORS 


BRUNSVIGA 






mas OLIVER a 
TYPEWRITERS 














You must see the new Models “15” and "20". F O R 
Additional improvements in construction and OLIVER 
operating features. Famed since 1892. > A L L 
Mercedes ouver PURPOSES 
— 
CALCULATOR — 
Electrically driven, fully automatic in‘ division 7 a 
and multiplication. Speed, 400 revolutions DURARILITY toy 
per minute. Embodying every known feature — 
of its class. — 
+ SPEED 
© 
TEN- KEY CALCULATOR 
o 
A novel and unique machine with a ten-key POST THIS COUPON 
keyboard. Both hand and electrically opera- a 
ted. Small size, easy working, low price. Oliver Typewriter Manfg. Co. Ltd. Please send full particulars of the 


Victory Works, 80 Gloucester Road, Oliver Typewriters: 


BLOCK @ANDERSON.LTD. „o. srne wn. || C7" tiasa 1301 





BRUNSVIGA HOUSE “yy —* y ena or London Office : 
SNOW HILL, LONDON, E.C.I regi tne d cremate 106 & 108 Queen Victoria Street, B.C.4 Address... 
—— — — —— be gladly given with- 


-n out env ob Phone: Central 0121/2 D 
BRANCHES: MANCHESTER GLASGOW 7 - Cotgsion. — —— o 
BIRMINGHAM NEWCASTLE BELFAST 

o 


34 


SPEED, ACCURACY & 
EASE OF OPERATION 








MARCHANT 


“MASTER OF MATHEMATICS” 


CALCULATING MACHINES 


The 100% electric calculator chat is Indispensable 
to every ness operation is per- 
and automatically, obviating 


formed 
the need for trained 
The Marchant will speed up your clerical work, 
reduce your costs and eliminate expensive mistakes. 

uaranteed in every respect for one year. A demon- 
stration and trial will cost you nothing. 

Full particulars from 
MARCHANT DIVISION 


L C SMITH and CORONA TYPEWRITERS LTD. 
Melbourne House, Aldwych, W.C.2 
TELEPHONE TEMPLE BAR 4531 















REDUCE COSTS 
"INCREASE EFFICIENCY 


Sek Vice 


© 


“Upigggoe® 


The ‘unique green blotting with 
a big price saving 
17¢ X 22} 
+ Ream 6/6, 4 Ream 12/-, 1 Ream 23/- 


Carriage Paid 


Send for Samples TO-DAY 
IT WILL PAY YOU 


LANCASTER BROS. & CO. 
© Envelope Specialists 
Shadwell Street, Birmingham 4 
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By R. C. WHITNEY 
Managing Director : 
Whitney, Coates & Sons, Ltd. 





We Keep Them SHORT 


But Make Them USEFUL 


n article which appeared in Busi- 
A NESS recently, on how to get the 

best results from conferences, 
seems to call for some comment. 

As businesses expand and combine to- 
gether, forming huge organizations, the 
conference habit tends to develop. It 
is a tendency which should be strictly 
controlled. The ease with which a deci- 
sion can be waived until it is brought 
up at the next conference is a trap to 
be avoided. 

In my own business we have always 
made it a point to decide what a con- 
ference is for. The result has been that, 
many a time, an important matter has 
been settled in fifteen minutes by an 
informal meeting of the few executives 
concerned instead of that same point 
being kept open for several days, await- 
ing the next conference which may 
occupy an hour or more, 

This practice, moreover, of first de- 
ciding what a conference is for can also 
decide the nature of a conference. 

For example, a meeting to decide 
sales activities and at which a happy, 
free and easy spirit of goodwill should 
exist, will be wellnigh killed if it is in- 
cluded in the agenda of a formal con- 
ference about finance and high policy. 

In our company we have always de- 
vised our conferences to suit the occa- 
sion. Our monthly conference of de- 
partmental heads, presided over by the 
managing director, is held in a large 
office which is particularly well fur- 
nished. We avoid holding it in the 
board-room in order to remove some 
of the stiff formality of that apartment. 

We also hold a periodical staff confer- 
ence. This is held in the canteen, with 
refreshments served. Stitl less formality 
here. Both plans put the participants 
in easy and comfortable circhmstances 
and allow the meetings to protiuce ‘their 
best results. 


These two Conferences have 
Quite Different Effects 


A good example of the different ways in 
which conferences should be held is 
illustrated by the financial and sales con- 
ferences of another company. The finan- 
cial conference is held twice monthly, one 
on the first of the month to view the 


financial situation a month back and a 
month forward; the second on the 15th of 
the month when the monthly accounts 
from the preceding month are ready and 
can be reviewed. These conferences work 
on a permanently set out agenda, are 
formal, cold, without frills, definite as to 
decisions. 

The same firm holds a weekly sales 
conference on entirely different lines. 
This meets at a nearby restaurant on 
Saturday noon over a luncheon paid for 
by the firm, with the managing director 
presiding. The meeting starts socially, 
the week's work is over, the salesmen have 
come in from their grounds, the tension 
is relaxed. An atmosphere of camaraderie 
and goodwill is aimed at between the sales- 
men on the one hand and the sales- 
managers and works executives on the 
other. The week’s sales developments 
are discussed, co-operation between the 
factory and the ing side is reviewed, 
new policies and methods laid out. This 
is not a conference so much for decisions 
as for creating goodwill, and no formal 
office conference accomplishes the latter so 
well as does a luncheon conference. 


Secures Co-operation between 
“Difficult” Departments 


In the publishing business there is an 
opportunity for co-operation between the 
editorial, sales and advertisement depart- 
ments, and this co-operation is often diffi- 
cult to secure. One publishing house 
accomplishes it by a regular weekly 
luncheon meeting of the heads of all three 
departments. The managing director's 
secretary keeps the agenda. Any member 
of the conference can send in any item 
to be put on the agenda, but the raising 
of a point at the meeting which has not 
been put on the agenda is frowned upon 
because it makes confusion and y. 
Notes are kept on the basis of the agenda, 
and these notes form the basis for making 
up the su ing week’s agenda. 

This conference takes no responsibility 
for getting work done. Every department 
is still definitely responsible for its own 
work, so if the conference is dropped for 
one week or even for a period, executive 
work must not suffer. In other words, no 
executive is permitted to give the excuse: 
“I understood that the conference was 
going to do so and so.” He can say: “I 
understood it was decided that Mr. So- 
and-so was to do this or that'’—in which 
case the responsibility is up to Mr. So- 
and-so, and not up to the conference. 
This is a small point, but it is an import- 


WHAT 
| 


A SALES MANAGER 
`I would ask the members of that force to 
write any complaints which they may wish 
to make in duplicating ink. I could then 
send duplicates of the complaints to the 
persons responsible for their correction. 
Coming in the salesman’s own hand- 
writing, these would have the force of 
personal complaints, while on the other 
hand the salesman would realize that the 
request to write in duplicating ink meant 
that the complaint must be a real one, and 
it would act on him with the same 
restraining effect which most people 
experience in writing for publication. 
7A 
If | were 
A TAILOR 
I would put a packet of book-matches in 
the match pocket of every suit I sold. 
Nine times out of ten a man forgets to put 
matches in his pocket when he wears a suit 
for the first time, and he would be pleased 
to find that I had foreseen this. It is quite 
probable that he would be with one or 
more of his friends when he used the 
matches, in which case I should — 
valuable publicity. In any case, I shouk 
ensure that a ower ae the suit would 
remember me kindly for a long time, and 
visit my shop again. 


ER 


— 
+ Es ; 
if | were 4 k 
A PAINTER > = 
I would offer the owner of the most 
weather-beaten house in each street an 
extremely low price for renovation. By 
taking photographs before and after the 
job was done I should have material = 
an aggressive sales campaign against the 
other householders in the streets. It would 
be carefully suggested to the next-door 
neighbour that his house showe | up badly 
by the side of the newly-painted one, and 
naming a competitive price at the oppor- 
tune moment, I should probably get the 
order. The ultimate result would be that 
I should get orders from several other 
householders in the street. i 

if | sold 


+ s 
n E 
HATS. dta 


I would try to make a regular customer 
of every person who bought a hat of good 
quality and price. I would fix firmly into 
the inner band of the hat a ticket bearing 
the notice: “Tf the purchaser will return 
this hat to the shop within six months of 
. - » (the date of purchase) and purchase 


would do 


a new hat of similar quality, his old one 
will be cleaned and reblocked free of 
charge.’’ I might be without the facilities 
for carrying out this service myself, but 
there would be no difficulty in contracting 
for it to be done. Such an offer would 
convert casual purchasers into regular 
customers. 


+ 

If | owned a 
‘FACTORY-IN-THE-FIELDS’ 
I would take steps to have its whereabouts 
clearly shown by a small map on the flaps 
of the envelopes and on the letter-paper 
that I used. Most factories of this sort 
are in the heart of freshly developing 
country or in the outer suburbs of towns 
where roads are often still under construc- 
tion and buildings difficult to locate. 
Visitors to such factories often spend much 
valuable time in finding the place, and 
although the factory may be a model of 
what a factory should be, time wasted 
causes tempers to fray. Another aid to 
the ‘‘explorer’’ would be a series of sign- 
posts on roads in the neighbourhood of 
the factory. They need not be unsightly; 
they would show visitors that I was 
anxious for their convenience besides act- 
ing as advertisements to be seen by every 
passer-by. 


The 
Customer Says 


o¢-—_ — — 


come time ago I went to a 


grocery sh 
for half a pound of eigh haga 
“One ounce over,” — he shopman; 
“‘fivepence.”’ 

After a heated argument, in which the 
manager joined, I tried to point out I was 
paying at the rate of 1s. 4d. per pound for 
the extra ounce. 

I demanded to see the piece weighed 
and the weights used. I then found that 
only a half-ounce weight was used, which 
meant 2s. 8d. per pound was being asked 
for the little over. My family now avoids 
this shop.—Manchester. 


+ 


More than once I have shunned shops 
because the manager has exposed his 
assistants to ridicule by fault-finding in 
the presence of*a customer. It makes me 
blush in anger, and I never return.— 
SouthporP. 

. . 


+ 


| definitely avoid an assistant (and there 
are many who offend in this way) who 
allows a personal element to enter into 
the sale of goods by stating that she, 
personally, wears or uses the same article, 
thereby inferring that if it is good enough 
for her, then it must necessarily be good 
enough for me. 

A saleswoman should sell an article on 
its own merit, and let the prospecti 
buyer be the final judge.—Colindale, N.W. 


THE 


IDEAL BENEFIT SOCIETY 


(Founded 1893. Registered under 
the Friendly Societies Act) 
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The Ideal 
Benefit Society 


makes provision for 


SICKNESS 
ACCIDENT 
OLD AGE 
DEATH 


at unequalled terms. 


Members accepted from 
12 to jj years of age. 


For 2d. a day a Youth Joining at 

15 years of age and completing 

his membership until 65, will 

receive the sum of not less than 

£522, in addition to which he — 

will have been covered for £1 
per week when ill. * 


OTHER ACTIVITIES: 


House Purchase 


Business and Professional Men's 
Section 


ideal Bank, Limited 
Life Assurance 
National Health Insurance 
Special Works Scheme 


fe 


Enquiries addressed to: 


The General Secretary 


IDEAL BENEFIT SOCIETY 
“PITMASTON” 
BIRMINGHAM 13 


will receive prompt attentign 





„and all for a small 
é paper ” saving... 





THERE CAME to our notice the case of a print- 
buyer who was keen tosave his firm the uttermost 
pony: A commendable policy, up to a point, 

ut a policy to be exercised with a wise re- 
tion. To witness.—A catalogue had been pre- 

ared, The buyer commissioned the half-tones 
from a cut-price engraver—and rejoiced at the 
invoices, But, when copies were delivered from 


the ter, he was sorely disappointed at the 
oka Complaints to biau and engraver 
availed him nothing—both had given their best. 
You cannot expect a perfect printing plate at 
less than hich —— —F rp Neckeloid 
prices are h e Nickeloid Electrot 
Co., Ltd., Printer Street, London, ——— 


WRITE FOR SERVICE DETAILS 


Nickeloid 


CREATIVE BLOCKMAKERS & PHOTOGRAPHERS 
P385 


Print Your Own 


SHOWCARDS 
NOTICES 
PRICE TICKETS 
ETC? 


THE 


ECONASIGN 


PRINTING OUTFITS 


These Outfits meet the 
increasing, demand for a 
simple and efficient appar- 
atus" by which the merest 
novicé is able to produce 
the most ARTISTIC WORK 
with real ECONOMY! 


Write for illustrated Catalogue 


The “ECONASIGN” Co. Ltd. 


Dept. B 
92 Victoria Street 
London S.W.1 

Telephone VICTORIA 5662 
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HOW | 


PORTABLE MOVIES 


CAN ASSIST YOUR 


SALES|CAMPAIGNS. 





By S. HARLAND 


ven to-day, with the enormous ex- 

tension of the cinema in the world 

of entertainment, the possibility of 
its miniature equivalent, the portable 
movie projector, is still much under- 
estimated by business men as an influ- 
ential sales aid. 

The potentialities of these little 
machines for the projection of silent 
and talkie films are vast. They give a 
prospective buyer, in the privacy and 
comfort of his own office, demonstra- 
tions of complete technical processes, 
also demonstrations of products whose 
size and nature prevent the buyer's 
seeing them without a visit to the 
manufacturer’s works. What is very 
important, too, the portable movie pro- 
jector can put before the buyer demon- 
strations of products, not under show- 
room conditions but under actual work- 
ing conditions. 

For example, mechanical conveyor 
systems can be demonstrated in a show- 
room, if the pros- 
pect can be per- 
suaded to make 
the necessary visit. 
But even then 
such a demon- 
stration is still a 
“showroom” dis- 
play, and many 
business men still 
hold to the view 
that ‘‘anything can 
be done in a show- 
room’’. Contrast 
this condition, how- 
ever, with that of 
the salesman who 
can approach his 
prospect and, with- 
out asking the 
latter to exert him- 
self so much as to 
rise from his chair, 
can show the com- 
plete conveyor sys- 
tem in use under 
actual working con- 
ditions in three or 


four nationally- 
known factories. 
e On a screen 


placed on the pros- 
pect’s desk, with- 





would otherwise take him days to 
gather. He can see the product work- 
ing under practical conditions; he can 
see close-ups of the technical details, 
and he has the salesman present to 
explain any point which he needs 
elucidating. 

Thus, salesmen handling light rail- 
ways, river or marine craft, cranes or 
loading devices, heavy engineering 
apparatus, road constructional — 
cross-country transport vehicles, fire- 
fighting appliances, complicated office 
machinery, automatic machinery of all 
kinds, can literally give complete 
demonstrations to the prospective 
buyer in the latter’s own office. This 
is particularly valuable for salesmen in 
overseas territories where distance from 
the manufacturer and the impossibility 
of inspecting samples is a still greater 
obstacle to the prospective buyer. 

The fields mentioned above, of course, 
important as they are, areeyet only a 
slight indication of 
what the portable 
silent cine-project- 
or can embrace. 

A well-known 
landscape gardener 
has profitably sub- 
stituted the port- 
able projector for 
the old-time cata- 
logue when negoti- 
ating with import- 
ant clients. Other 
firms are using the 


same means for 
training salesmen 
in the standard 


methods of sales 
routine. Still others 
use the film to dem- 
onstrate to employ- 
ees the correct as- 
sembly of scientific 
apparatus. Even re- 
tail stores use it to 
instruct assistants 
in department and 
store practice 
affectingcustomers. 

This short article 
does not refer in 
any way to “big” 
films, photo- 
graphed eby stan- 





out necessarily 
darkening the 
office, the portable 
projector can show 
to the prospect in 
fifteen minutes in- 
formation which it 


Portable projection apparatus for 16 mm. 
sound films is no longer too bulky or heavy to 
be handled easily. Accommodated in these two 
cases a complete outfit can be taken any- 


where. It is not even dependent upon an 
electric main, for when no main supply is 
available current from batteries canbe used 


cameras and 
produced on stan- 
dard-size films for 
public exhibition. 
That is an entirely 
separate field of 
selling. 
(Contd. on page 40) 


For The Business Man 


Standard Structure and Style, 
by Edward H. Grout, B.Sc., A.C.I.L, 
F.R.Econ.S. (Pitmans, 7s. 6d.). 

The author of this book is a —— 
authority lish and a regular con- 
tributor to — — Press on the 
ne It has been developed on a new 

by which much cross-reference has 
fo oe eliminated, resulting in the saving of 
valuable time er in a clearer grasp of 
the principles. e have not seen any 
ther wot which covers an equal amount 
of | in as interesting, simple, and 

-remembered a manner. 

, this work co mprises an exhaus- 


tive ex tion of the functions : of words, 


the i that affect their form and 


meaning, and their use in sentences, 
phrases, and idiom, including special con- 
sideration of pronunciation, tone, and 
stress. Chapters are devoted to punctua- 
tion, letter and essay 7 writing, figures of 
speech and style, each subject being con- 
sidered from manifold — and in full 
detail. 

Précis, analysis, the history of the 
language, and the changes that befall 
words are dealt with in separate sections. 
At the end of each chapter a wide variety 
of questions will be found, largely selected 
from pO examination n papers of all 


The “book is — ike easy-to-grasp 
and sure-to-remember stages, so that 


study —— along smooth and logical 
lines call for the minimum expendi- 
ture of effort. * 

This is an invaluable book for the 
business man and it is 594 pages for 
seven-and-six. É — 


Germany’s Default, The Economics of 
Hitlerism, by Paul Einzig (MacMillan & 
Co., Ltd., 7s. 6d.). — i 

This is the first book in English which 
examines in detail the economic aspects of 
National Socialism. Extraordinarily inter- 
esting, in view of the author’ s authority 
on the subject, is the theory that Ger- 
many’s policy of economic isolation will 
lead to gressive colonial and naval 
polic in — 40 secure raw material 
which she cannot produce ce herself. Dr. 
Einzig also devotes some space to pointing 
out the harm that Germany has done by 
compelling her creditors to accept a 
transfer moratorium, which | has ruined for 
a generation Germany's reputation as an 
honest debtor. 


Business Man’s Guide to Management, 
1934. (Management Library, 23 Blooms- 
bury Square, W.C.1, 2s. net.) 

A business man frequently needs, at 
— Bs eoa book on 
some usiness or ustry. It 
may be a work on the legal duties of a 

, or the methods of Management, 


Budgetary Control, Selling, Mail Order, 
Works and Office Costing or on some other 
matter that he needs for quick reference. 

Generally, it is not known exactly where 
such a work can be obtained — It 
is for this reason that the list of ted 
business book reviews issued by the 
Management Library will provide a great 
service. 

Here will be found a précis of all the 
recent important books relating to the 
many aspects of Management and Control. 
They are clearly indexed under subjects. 

This collection of Reviews costs but 2s. 
Subscriptions to the Library start at {1 
for one book at a time and increases 
slightly according to the number of books 
borrowed. Some firms take as many as 
one hundred at a time. Subscribers receive 
reviews of new books each month. 


The Pace That Kills, by T. C. Foley 
(Public Affairs News Service, Is.). 
_ An analysis of speed as a factor in motor 
accidents which is an interesting contribu- 
tion to the traffic problem. Mr. Foley 
covers the ground thoroughly, dealing 
with limits and the way in which 
accidents can be reduced. 


The Mirrors of Wall Street (Putnam). 

The anonymous author of this book has, 
to quote his own words, given the public 
“a peek under the surface of American 
banking’’. A very sandy foundation is 
revealed. The uninitiated will be amazed 
to discover how much like bucket sho 
keepers are many American bankers. We 
do not wonder that the author —— to 


remain anonymous. The financial jigg jiggery 


pokery of these men would be Gi 

were it not fraught with such serious con- 
sequences to the small investors whose 
money they have played with. Moreover, 
the reader is left with an uneasy suspicion 
that the cause of the present economic 
situation in America which is having 


repercussions all over the world, can be 


located in the unbridled rapacity of a few 
well-known American bankers. 


International Survey of Social Services 
(International Labour Office; League of 
Nations, 138.). 

What ig the total ulation of 
Australia, Czechoslovakia, fadia or Yugo- 
slavia? What is the scope of social insur- 
ance and assistance in Great Britain, 
Belgium, Canada, Italy or Japan? These 
questions are answered in great detail in 
the 700 pages of the Survey. Although, as 
it is exp ined in the introductory chapter, 
it has been found impossible at the present 
time to arrive at international com- 

ms, the report is one that has long 
wanted by business men 
find out conditions in countries to w 


they are endeavouring to sell. 


INDUSTRIAL 
PSYCHOLOGY 
APPLIED TO 
THE OFFICE 
23 — Hien, BoA, 


250 -17/6 
500 - 29/- 
1000 - 52/6 


REAL PHOTO 
POSTCARDS 


Reproduced from as Photograph, Drawing 
ie br 2 MA 
eg er Send for Booklet 


for all Trades”. 
B. MARSHALL Possersenic 


NOTTINGHAM 


LONDON OFFICE: EXCEL HOUSE 
WHITCOMB ST.— Phone: Whitehall! 2606 


ADVERTISING PENCILS 


GIVE EFFECTIVE AND* 
11/6 — — (5 Gross ots). 
Serie for free Samples and 
JOHN MURRAY, “stoner a 


40a, CORN MARKET, "DERBY. 


SALES PROMOTION 
REPRESENTATIVE 
WANTED | 


The leading manufacturing 
company in its field uires 
additional representative for 
Sales Promotion work among 
large manufacturing concerns. 
Would be expected to produce 
entirely new business. Previous 
successful selling experience, 
personality and ability essential. 
Age about 30. Salary and Ex- 
penses. Excellent prospects.— 
Write, giving full details and 
enclose recent photograph, to 
Box No. B.M.5, Busmness, 6 
Carmelite Street, E.C.4. 








A manufacturer can 
side firm specializ- 
photography, or he 


either engage 
ing in this type of 


Record- 
Keeping Savings | 







anything he requires. 

But the 16 mm. film projector has 
been developed beyond the range of the 
silent machine. _ 
able, and sales and organization execu- 
tives in many types of business are 
rapidly finding that this newest medium 
more adequately meets their needs. 

It should be explained at once, how- 
ever, that the business man himself, or 


save. time becat an easy indexing 
you . information to be found 
ae leaves may be 
ingerted in a few 


Pe ase space ec 

are small and compact: « 
10 save money because ROBIN LOOSE- | 
AF BOOKS are mad from the best | 






the professional industrial film studios 
to take his sound film or, alternatively, 





{a professional producer who will add 


to what system is employed. 


added to an otherwise silent film in this 
way, about 1s. 6d. per foot. Projection 


two cases, as shown in the illustration. 


| quick, accurate and inexpensive means 
answers to prospects’ objections, etc. 


| that nothing else can. 


having the expert present. 
circumstances such as the above the 
sound film saves the user both time 
and money—and it ensures absolute 
accuracy. 

One large firm using 16 mm. sound 
films includes a special talk to prospects 
by the managing director of the com- 
pany. As the salesman shows this film 
the prospect, in his own office, is thus 


There are very few | 
Printers who have 
made a thorough | 
study of this work. 


cern. He learns of the service the firm 
is prepared to give, and because he 
receives this assurance from the manag- 
ing director he is more inclined to 
accept it than he would be if the offer 
were merely made by the salesman, 
This idea alone could be expanded 
and made use of by companies in many 
| | spheres of business, for the great thing 
to remember about the portgble gound 


We have a depart- 
ment with special 
rinting plant for | 
his work alone. | 













’ | far more than can any salesman. 
puts into the hands of the salesman, in 






























can, himself, with his own small camera. | i 
and simple lighting equipment, “shoot” | 


| conditions. 
““Talkies’* are avail- | 


| editorial pages; a guide to - 


ito put these ideas into practice 


an amateur, cannot add sound to 16] in its advertisement pages. 


mm. films. He must either get one of | — 
| Subscribers are reminded that 


submit his own silent 16 mm. film to! 


— | of standardizing sales talk, approaches, | 
| | It can dramatize the situations in a way | | 
It can be used, also, for explaining | ° 


technical processes without necessarily | 
In all} 


put in touch with the head of the con- | 





film is that, in speech, it can accomplish | 
It | 


fact, an entirely new force, gives him | 
the backing of authorities which, at | 
— he could formerly only quote at 


Business Enquiries 









increasing ‘number of en- 
quiries from subscribers, both old 
and new, is gratifying evidence 
of the improvement in business 





This journal provides a dual service: 
a clearing-house of ideas in its 






equipment and services required 




































nowadays advertisers do not 


the sound, either on the film edge or | merey ells pe or equip- 


on separate replaceable discs, according | 
It does not cost much to have sound | If our reader s do not find in the 

| advertisement columns the equip- 
| | ment or service they are wanting 
of the talkies is readily done by | y z 
apparatus which is easil rtabl i 
P AE reba source of supply. 
Among speciality selling concerns | 

| employing large bodies of salesmen who | 
have to be trained, the sound film is a 


ment, but offer a service as well. 


a line to us will indicate = 


BUSINES Ss- 
6, Carmelite Street, ECA 





Lost Nerve Force ce changes. — : 
Metabolism restored, and Functional 
disorders corrected and eliminated: by 


| The Dr. Chalmers “ Revitalator.”’ Perfect 


simplicity and safety. Latest scientific 
electro-medical principles. ap- 
proved by Eminent Authorities. : 


DESCRIPTIVE TREATISE FREE 
Full descriptive Treatise on application: 
to Dr. S. CHALMERS,The Dr. Chalmers. 
| Electro-Medical Institute, 45-50 Holborn: 
Viaduct, London, E.C. x. — 
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The Metropolitan Vickers Electric Co. Ltd 


S f E E D & Centrali zed Dictaphoni Iran criowme Dept 
AC are essential to the engineer. He has no use for what 


. r . $ 
is slow and inaccurate. Consequently he keenly appreciates high-class machinery : he 


knows it is economical, speedy and reliable. 


That is why world-famous engineering firms use and endorse 


™ DIC TAPAUNE 


(Reg. U.K. and Abroad) 


They know it is a magnificent engineering job, smooth and certain in action, 
soundly built and absolutely reliable, passing the most exacting tests as a 
real time and money saver. 


OVER 200,000 BUSINESS MEN DICTATE TO THE DICTAPHONE 


The Dictaphone will help you, will double your capacity ie Too 
to get things done, save you time and money. White | 
to-day for “ Progress ” Portfolio FREE. | 
| 4 
THE DICTAPHONE Co. Ltd. | 
F THOMAS DIXON, Managing Director 
KINGSWAY HOUSE, KINGSWAY, LONDON, W.C.2 Name 
and at 
Manchester, Birmingham, Bristol, Liverpool, Glasgow, Leeds, Newcastle - | 
on-Tyne, Dublin | Address 
| 1.6.34 
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— > ALFRED DERBERT, Ltd. 


THE GENERAL ELECTRIC 
Co. Ltd. 


B.S.A. Co. Lid, 


DAVID BROWN & SONS 
(Huddersfield) Ltd. 


BAKER PERKINS, Ltd. 


LANCASHIRE DYNAMO & 
CRYPTO, Ltd. 


MARRYAT & SCOTT, Ltd 
MORRIS MOTORS, Lid. 
RANSOMES & RAPIER, Ltd. 
RUSTON & BUCYRUS, Lti. 
RUSTON & HORNSBY, Ltd. 
ALLEN WEST & Co. Ltd. 
THE L. & NER. Co. 


THE HARLAND ENGINEER- 
ING Co. Ltd.” 


HOLDEN & BROOKE, Ltd. 


POST THIS COUPON NOW 


Please send me Free Copy of 
“ Progress ™ 
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: —* goods inside the Con- 


packing special types of goods will 
be given by L M S experts. Both 
-In labour and In packing materials 
ou save enormously. 


There is pract — no chance of 
-breakage or pilferage. As soon as 
the enamelled ware, stoves, cycles, 
saint, boots and shoes—or what- 


L M § depot. On arrival at its 
destination station it is delivered 
forthwith at your customer’s 
premises. An additional precau- 
tion against pilferage can be taken 
by locking the door of the Con- 
~ tainer and posting the key to your 
customer. 


DOOR WITHOUT HANDLING 


7? Goods sent by L M 5 Container 

arrive at your customer's exactly 

— as when they left your premises— 

In perfect condition—door to door 

-without any intermediate handling 
whatever. 





; a by L M $ Containers you. should 
get into tough with your. local 
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ainer—advice on the method of | 
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ver the goods may be—are packed E 
n the Container, it is taken by i$ 
t road vehicle to the nearest IE 


| Ask for Particulars 


or full particulars about transport | 








- -LMS Agent or write to the Chief |$ 
_ Commercial Manager, Department | | 





“BIZADA” is — the original British Visible System, and) 
has been on the et 21 years. As manufacturers 
selling direct to users, we have learned to anticipate the. 
public’s requirements. Our experience costs you 
nothing. May we help you? 


x. Accounts DEPARIMENT. To keep better and quicker 
ledger records. 


2. Works Orrice. Control of stocks by means of visible 


| indicators. 


3, SALES Department. Customers who are not ordering 
kept constantly under notice. 


Write for — particulars, No eens: 





Abbey House, VICTORIA ST. 
S.W. 
Works : Wickford and Bath. 
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OF THE ERICSSON 
RENTAL SYSTEM 


if you are interested in the subject of telephone rental you'll obtain 
sore useful and enlightening information in the special literature 
and quotations dealing with the Ericason Rental System, in which 
*averything it fully explained. 
Clear šp ny, efficient, — the Ericsson telephone puts 
your business on your desk—directors, secretary, accounts, 
—— at your finger tips. 


ERICSSON TELEPHONES LTO., 
67/73, Klngeway, Londen, W.C.2, Telephones: Holborn 3271/3 
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”” VISIBLE RECORD EQUIPMENT 
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Because it is the speediest, simplest and most 
accurate method of sorting Correspondence, 
* ; 

Invoices, Sales Notes, Delivery Notes, Outward 
Mail, Time Cards, ete. 











_ That increased production per worker through 
rationalization and mechanical equipment is 
_ partially responsible for the present state of 
unemployment. 


+ + 






That t orking week, shortened to 40 hours, 
would, preading existing work over more 





is al sorb into employment many thou- 
sands now idle. 


+ + 


That this would restore wages to those thou- 
sands and so restore their bulk purchasing 
power to the extent of some £13 millions a year. 


+ + 


That this plan would not raise the costs of 
production beyond a meagre 6 per cent in 
respect of wages alone. 


n + + 
THE EMPLOYERS .. . 


For reasons which they give here entirely 
disagree. They contend that the Unions’ de- 
ductions and calculations are not in accord- 
ance with actual facts and that, economically, 
the basis of the whole scheme is fallacious. 


+ 





@ 

The Unions Say.—Our proposal for 
the 40-hours week is not based on the 
claim that the present 47-hours week 
is the chief cause of unemployment or 
that the ipstitution of a 4o-hours week 
id pletely cure it. The proposal 
s based on the broad social ground that 
chnique and productivity 
d point has. 


well. 












them. And that 






MASS 


CONTROL > | 


mployers 


not taken, industry will 
become even more out of 
balance than it is now and 
unemployment will be 
intensified. 

In addition to acute 
unemployment, almost 16 
per cent of the whole 
industry are working short 
time. This condition is 
undermining our position 
in two ways: suffering 
through deterioration of 
the standard of living 
among the working people, 
and the great loss in their 
aggregate purchasing 
power which so adversely 
affects trade in general, 


and eonsequently, our own industry as 


Federation’s Reply.--In discussing 
short time, the Unions fail to appreciate 
that employers have endeavoured to 
spread available work over the greatest 
number.of workers rather than dismiss b 
BTL this short time—a 





ek 




















recovered from the cost o 












Unions.-The effect of science and 
technology on production is the 
argument of our case. These two tacto 
have, to an incredible extent, s 












up manufacture with 
The a 





“human labour. 
head of: 
industry 
























Mr. P. Malcolm. Stewart (Assoc. Portland 
Cement Manufacturers): “. .. How can indus- 
trialists seek to reduce unemployment? Surely 
by working less hours and employing more men... . 


Sir Charles Mander (Mander Bros): “In — 
industry in general it is safe to say that the number 
in employment could be increased by about one ` 
million if the forty-hour week were adopted. .. .” 


o - its aréa broadened is sot denied. 


a — true. 





















i de ‘with 16 
— were 


ceeded — Overs Sathi 
shave adversely influenced em- 






Phat | production is quickened and 
But 


oe it has permanently displaced 
= labour is- not true, nor nas: it ever been 


‘Machinery has created new outlets 










o | tor labour by making goods available 


at a lower price, and thus increasing the 
distribution of commodities. 


5 * “Man versus Machine."—C. E: Knceppel. 


I mb. GROUPING 
_| AND MERGERS 





“Unions: But it is — — mechani- 


— cally that improvements have been 
made. 
=o zation- have produced. economies ine 
o labour and increased productivity. There 
have been a great many mergers and 


Reorganization and rationali- 


amalgamations which have resulted in. 
; down of individual producing» 
3o —— the dismissal: 








2? 


demand for man-power. .. . 


Sir Harold Bowden (Raleigh Cycle Co. Ltd.) 
“Machinery has been for many years visibly di 
placing men from employment. .. . No econom 
processes can ever find remunerative work for the 
elsewhere, for science is progressively diminishing th 


Sir Josiah Stamp “. .. Men have been pusaci 
out of work by machinery far more quickly than 
they have been absorbed elsewhere. ... 


? 







Mr. D. Ferguson (Economic and Statistical Department, British Electrical 


and Allied Manufacturers’ Association) : 


“As production is exceeding popula- 


tion, the standard of living is rising, but as power capacity is increasing more _ 
rapidly than production the latter is, to an ever-increasing extent, being carried - 
out without human labour. Consuming power is thereby being —— 
reduced and thus we have the paradox of rising standards of living and _ 






interests is not well founded. Kationali- 
gation has been carried out to make 
economies which would obviate the 
greater disasters of the closing down or 
suspension of an even greater mum ber 
of units and departments, so avoiding 
still greater unemploynemt. 
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WHICH APPEARS FIRST, 


MECHANIZATION OR PROFITS? 





Unions.— The other side, in a pub- 
lished statement, points out that in 
the electrical and motor branches of 
engineering, where mechanization has 
most rapidly developed, employment 
has much increased, while in the marine 
branch, where it has made little progress. 
employment has fallen. 

That may be, but motor engineering 
has expanded through its successful 
competition with the railways. What 
the motor engineers have gained, the 
railways have largely lost. This advance 
in motor engineering has not been due 
simply to mechanization leading to 
lower prices. Mechanization itself was 
due largely to the expansiongn demand 
for motor vehicles. 

Similarly, it cannot be argued that 
marine engineering has failed to prosper 
because it has not become highly 
mechanized. The truth is that if there 
had been a greater demand for shipping, 
the more rapid mechanization of the 
industry would have followed. 
- Federation._The Unions 


inoreased poran of want in the midst a plenty. j 











make a 
rong sonstruction. — Do may the. 












mechanized. The evidence is that, 
while mechanization cannot be held 
responsible for unemployment in the 

marine section, it is certainly directly 
responsible for the increased employm nt 
in the motor industry. 
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| WORK FOR A 


FURTHER 133, 000? 





Unions—It is important t o — an 
idea of the number of unemployed in 
the industry who would be given work 
through the reduction to 40 hours. 

It is generally accepted that output. 
per head would be reduced in the same © 
proportion as hours of labour. Accepting 
this, 47 men would do in 40 hours what 


40 men at present do in 47 hours. Thus... 


the go-hours week would increase the 
number of employed by 17} per cent. + 

In July, 1933, the total unemployed — 
in the industry was roughly 219,000. 
Qn the basis of an increase of 17} per 
cent, the 40-hours week would absorb 
into work 133,000 of these, thus reducing 
the unemployed percentage from 22 
to Q. 

Federation.—The calculation that 
under the go-hours week “output per 
head would be reduced in the same 
proportion as the hours of labour’’ is 
not correct. It assumes that all those. 


now working are doing a full 47 hours: 
Information up to 
- March, 1933; shows that the average is — 


But they are not. 





| obably - 43. hours. Then, — the E 
5 Oris ha oe 






their ow 






ry ‘unemployed person 
the industry under the 


| stored. At the very moderate 
computation: af £2 per head’ per week, 
over _ £250,000 per week, .. about 
£13,000,000 a year, would thus be added 
to the: mass purchasing power of the 
country; 

Federation, —The argument that 
such a.wider spreading out of existing 
work and the handing out of more 
wages will increase purchasing power is 
ntirely fallacious. It is increased pro- 
uction) that is the basis of increased 

i rwer. The giving of more 
crease in production is 
ing to a less profitable 
apital essential at the moment 
to industrial development. 
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"THEY SAY OVERHEADS 
WOULD COST NO MORE 


e Unions.—The main objection put 
-forward against the 4o-hours week 
< without pay reductions is that it would 
increase production costs. It is some- 
< times asserted that the increase would 
be as much as 20 per cent. 

f ; ry wide of the mark. There 
yy a change to 40 hours 
ny part of production 
rages. Materials would 
ime and overheads would 
red if the new working 
> carefully arranged. 
This argument is totally 
ver angle it is viewed. 
he go-hours week for 
t stry, regardless of all 
~i other in zo Do they think it 
possible to ne it to the engineers ? 
Assuming that at was, then material 
costs would be increased because, as 
the Unions admit, there would be an 
increase in engineering costs on account 
of wages. Those industries which sup- 
ply the engineers use engineering pro- 
ducts dn- the -manufacture of those 













beyond a 
remain t 
not be 


— The Unie 


materials, and as engineering products 


would rise in price, so would the material 
supplied to the engineer likewise rise 
in price.  Forineering is a finishing 





S peaking about mechanization 
in the office: what it can and 
should do, Capt. O. Lyttelton 
says on page 31 of this issue :— 


“There are still many who attri- 
bute our troubles and industrial 
depression to the . . . increasing 
use of machinery and our expanded 
= power ‘of production. Funda- 

mentally, such wig must be 


ever, in any 
a retrograde 


sould have bis purchasing 








COSTS WOULD RISE 
“The Unions say that 6% in 

respect of wages would’be the only 
change the 4o-hours week would 
add to production costs: But what 
about the cost of more power, light, 
heat, workman’s compensation, in- 
surance; the higher replacements 
and maintenance of plant? What 
about the reduced earnings of in- 
vested capital working for 40 in- 
stead of 47 hours? It would earn 
less money to build up for those 
reserves which are essential to keep 

business running soundly. 











industry, and there is a long chain of 
suppliers whose prices would at once be 
thus affected. 

On the other hand, if the 4o-hours 
week was introduced to all industries, 
then obviously the Unions’ argument 
that all industries’ production costs 
would be increased in respect of wages 
would still apply and the price of 
engineering products would be increased 
by a much wider margin. Yet the 
position to-day is that the industry 1s 
depressed and unemployment is wide- 
spread because tts products ave already 
too costly for purchasers. 

So far as overhead costs are concerned, 
the Unions are again in error. I, by 
reducing hours, employment was Im- 
creased, then obviously more super- 
vision would be required. The cost of 
power, light, heat, insurances and work- 
man’s compensation would also be 
increased because these charges would 
have to be carried over a lesser volume 
of output. More equipment might: be 
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Direct. Indireth l — 

























































“pie 


cent; 
labour. If the: 
affected by. a ted d 
hours, the result would. incr 
costs 17} per cent. In other + 
increase in torai costs would be j we 
6 per cent-—-very different from th 
20 pers cent miega Surely a £ 


calculated 6 per. cent increase m 
duction costs, do not believe that 
a meagre increase would ruin ti 
dustry. The following table 
below shows the position * Rina re ee 
oe on ‘page 3 
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portant “than 
» when they 
nent, can be 
a! i iont upset to 
Ogres i of “the: organization. 
Ma hines, too, with simple rostine 
attention, will continue to work with 
hundred per cent efficiency; they are 
unaffected by the day to day variations 
f external conditions. | 
i ‘With the human element of a busi- 
ess organization, however, it is 
different. In the personnel of a concern 
here are far more individual units 
ikely to be affected by a wide range 
of internal and external influences than 
s the case with machines. The human 
units, too, are a. thousand times more 
difficult than machines to adjust, 
replace z nd maintain at a level of high 
ciency production. 
aling success BE any big busi- 
ness undertaking depends, relatively 
speaking, more on the building up of a 
first class personnel than it does upon 
the turning out of goods or the 
immediate piling ap of profits. The 
Maintenance of a contented, 
nd energetic stall is one of the greatest 
urances. for permanent prosperity 
7 secure it the management: should 
con yus effort gue 





efhicient * 


Chairman 


i. Adequate salar- 
ies and wages 
through the organ- 
ization. 

2. Harmonious co- 
operation between 
all departments. 

3. Prompt and 
unbiassed recogni- 
tion of merit by pro- 
motion and other 
rewards. 

In the Ford organ- 
ization we try to 
ensure that the 

- above. three factors 
— always active 
= points of our policy. 
.. In the first place 
we recognize no 





material difference 
between our “collar 
and tie“ staff and 


our “overall” 


workers: that is between the office and 
the works staffs. 


We consider that once an employee 


been selected as snitable to be 


engaged on work of whatever kind or 
status for the Ford Company, then he 
or she has a right to remuneration that 
ig at least adequate to meet his or her 
normal standard of living. 


It is more economical for us to pay 


a high standard of wages than to suffer 


l 
! 
i 
| 
i 
: 
| 
| 
| 
i 
i 


os the inefficient work and constant t chahe 
are ing of staff which is i 
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“The — success of 
any big business under- 
taking depends more on 
the building up of a first- 
class personnel than 
upon the mere turning 
out of goods or* the 
immediate —— up of 
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By SIR PERCIVAL PERRY 


Ford Motor Company Limited 


a of ate on different kinds of work. 
are de 









ic 


in addition to fixing a comparatively 
high minimum wage for all grades of gl 
employees, our system embodies am _ 
additional incentive. Wages are paid. 
on a time basis. This has all. the- 
advantages and none of the disadvant- . 
ages Of the piecework system. For 
example, under piecework a man. 
machining pistons would suffer a set- 
back by beginning work on a casting 
and then subsequently discovering a 
flaw in the metal. The. — unit 
would come off his. total. | 


Work STANDARDS Govern the 
Rate of Pay 


Under our time system, however, a 
man is paid so much per hour accord- 
ing to the actual time he spends to com- 
plete an average perfect unit. In this. 
way a worker would receive his normal 
payment even in the unheard-of cir- 
cumstance of finding a dozen units to. 
be rejected as useless. : 

The actual rate of payment is 
arranged for each individual worker by 
observers who “‘timestudy’’ every opera- 
tion. As a man becomes more and: . 
more expert at his individual job he | 
naturally reduces the time he spends in 
completing each unit. As the time — 
study reveals his reduction the man is 
automatically granted a small rise ſa 
penny an hour). This rise continues to. 
be added as he further reduces his time ~ 
step by step. 

So much for the first point, wages... 
We start with a high minimum and- 
provide definite opportunities for 
employees to increase it. 

But this system does not apply only | 
in the factory. It applies also to al: 
office workers under the wage limit after ~ 
which a monthly salary system comes = 
into force. 

T think another factor should be 
mentioned here, though it does not 
appear among the three scheduled 
above, and that is, the matter of dis- 
missals, as it is a point which has an 
important bearing. on. the morale of the 
stafi. — 
Except for outcight insubordination 
no employee is dismissed from the Ford | 
organization before he has had a number 




















i, is not sent away except 
sonal final ——— of th 





























Works Ma per himself. No foreman 
or section: head can dismiss a man. 
We rëcognize that though 
employee may join our organization as 
a worker ina specific job he may not 


















subsequent: rove to * really 
efficient at that job, and the 
reason for his not revealing a full 
aptitude may be no fault of his 
own. So that in order not 
to penalize anyone who may 
happen in the first place to be, 
unwittingly, a round peg in a 
square hole, we help him, by 
means of departmental transfers, 
to find work which is more in 
line with his natural aptitude 
and inclination. 

It is to the economical benefit 
of the firm. te get workers suited 
and happy in this way. It 
means to us that they produce 
work in greater quantity and of 
better quality, with its conse- 





quent lesser unit cost in overheads. 
This policy, again, infuses confidence 
in the minds. of the staff and improves 


their morale 


With regard to co-operation and — 
harmonious working between depart- 
ments, this is essential to the successful 
running of any big business. Depart- 
mental isolation and jealousy can, 

< by inducing friction and jeopardiz- : ae 
ing the results of work, cost a firm soak A ae ie a 
“enormous sums in quite unnecessary ae 











overheads. 


Useless. *Red Tape’ 


| 
| 
i 
| 
| 
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an 


We Wage*Ceaseless War Against 


isolation produces that ~ 
ih: ing i in business: red LE 
one of the things — 
ent fights tooth and 


nail. It is our aim to produce system-—— a as oe — > n 
good workable system-—without the 
bureaucracy which so often develops 
alongside it. 

Many firms hold frequent depart- Ob Course "Ai 
mental conferences of the ‘‘get —— to know | 
together’’ type as a means of doing, and we arange 
keeping departments and exe- which is, 1 think, a ¢ 
cutives working in a friendly usual practice. ——— 
way. We do not do this. We 
hold no more conferences than 
we are compelled to do. It is : 
so difficult to limit conferences We frequently. set a memb 
to the actual time necessary for bably an executive) of one 
the disposal of the problem to look into — pou upon a faul 
for which the meeting was uch ppe 
called that we agen them, 





have ` à ee cae opinion. 
Our departments work 
smoothly together first of all 


Payment of high- standards 
of salaries and wages, based 
on personal efficiency _ 
+ 

Promotion awarded solely accord- 
ing to merit. Continuous scrutiny 
to note meritorious work A 
Harmonious co-operation among 
departments and individuals pre- 
vents growth of bureaucracy and 
petty jealousies. 













their colleagues. | 
We Bave one stri 


is that. there are no. 
ee A E A TE, age promotions OF in re 

salary. : 
Promotion. is. one of the best t ince 


| 
| 
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because we strive to ensure that every- 
body in the organization is individually 
happy. That is a major point for man- 
agement to consider. Secondly, in our 


































oee and in ‘the hig’ o ositions, that 
rewards and “promotions are given 
=o purely for merit. What is even more 
|. important, too, is that every member 
throughout the whole organization 
knows that any display of merit will at 
once be perceived; there is no fear 
among them that meritorious work, 
_ because it happens to be done in an 
[ unobtrusive. manner, will continuously 
pass unobserved and therefore un- 
rewarded. 
- Such an oversight is impossible in our 
organization, for this reason: In the 
factory: every operation of work, as I 
mentioned just now, is precisely timed, 
occasionally, but ——— 


| What 


































odern business 
ure of circum- 
ich is he a free 
| ‘his own way’ more 
— P to the ability he 





is worth think i about, because 
rom my frequent. contacts with busi- 
ness men of all grades of the industrial 
scale, I have noticed a decided trend 
towards the belief in a doctrine of 
_ business ‘‘predestination’’, a belief that 
business destiny depends to a great 
extent on the movements of what are 
vaguely called “conditions”. 
. This manner of thinking shows itself 
in two strangely different directions. 
The everyday, conservative business 
man is always poring over reviews and 
2 forecasts of the state of trade, and is 
_ Gsposed, instead of looking at the state 
of his own business, to accept the 
thoughts and. views of others on the 
a -state of trade in general. If the fore- 
= casts point to bad trade, then he may 
ven go so far as to make bad trade for 
himself by failing to put forth maxi- 
aum. efforts to make good trade. He 


ee 


mself to- what he ORE is an 














Thus M Meritorious Work Never 
Passes Unnoticed | 


Being, therefore, under such search- 
ing observation the whole time, there is 
a minimum of danger that efficiency 
among the workers escapes unseen or 
fails to become noted at once on the 
records. Workers are aware that they 
ate observed and are therefore con- 
tinuously ‘‘on their toes’ to secure the 
advancement which they know will 
reward their best efforts. 

In the offices and executive depart- 
ments a similar condition rules. We 
have a full-time highly-paid executive 
who, with his assistants, does nothing 
else but probe into every detail of work 
division and routine. These observers 
study everything on a time basis, keep- 


Governs 


‘UPS and DOWNS” 
of Business? 


By ARTHUR JAMES 


ing Director: Viaduct Sewing Machines Ltd. 





“There is no outside, impersonal 
thing called ‘conditions’ which irrevocably 
controls a man’s business; nor are there such 
things as cycles of ‘good’ and ‘bad’ trade. The state 


<The time studies reveal everything. 
The effect, again, on the employees is 





sore tore pass nistg He 













“to urge” them always to their best 
efforts. 

Promotion to higher rank is made 
strictly on merit; even up to the 
highest executive positions. No 
positions are filled from outside until 
the management have first made 
absolutely certain that the material 
does not exist within the organization. 
Employees, knowing this, are con- 
sequently keen to make themselves fit. 
for promotion. : 

This policy of employment, takenasa 
whole, certainly does get the best work 
out of employees and does, at the same. 
time, keep them enthusiastic and keen: 
to remain with the company. The 
secret is that in doing well for us they 
also do well for themselves. 


ofa man’s business depends entirely on 
the degree of personal initiative, drive, 
courage and balanced judgment which 
he exercises in the management of it.” 


NE LT OT — ERA — ——————— ——— 


He said: “‘. .. the fall in sales has 
fortunately been arrested, and I think 
this indicates that the general depres- 
sion has passed.” 

What a fatalistic statem@nt. Quite 
obviously that Chairman béieve@ that 
a “þad state existed, that his com- 
pany had no control over it whatsoever, 
and that, inevitably, only diminishing 
business could be done while such a 
state lasted. A totally wrong attitude 


There is also a widespread bel 


er — I, _pomonally, do not shat , 


trade move in orbits like the planets’ 
True, we have certain ups and downs 
in business, but there is nothing yet to 
show that these fluctuations are not to 
a very large degree emotional, or partly 
emotional, such as the outcome of a 
war or a national disaster (drought, 
floods, ete.) ‘These. are things which. 
just happen; ‘they do not occur in 
cycles. The indication seemg to be that. 





of mind, bat, unfortunately, a vay zot 
‘prevalent one. — 





rolume of trade, or any 
“may move up or 
| tha me is not an impersonal 
thing which statistics might indicate. 
| That volume is composed of the deliber- 
. ate efforts of men. 

When business is supposed to be bad, 
_. some men and companies fail because 
. they do not manage well. The same is 
true when business is what is called 
| “good”, men fail just the same, 
because they do not manage well. 
will never make or 
, at least, they should 
oper management. The 
tween good times and 

cin bad times the 
t use more brains in 
his living. His course 
y any inflexible outside 
“fatalism, yet I meet 
le business men who 
rhat they are. 



















pe ly d — 


is Dangerous Way 

_ of Thinking 

cit is wholely dangerous to 
» way of thinking that 
s on something other 
initiative, pure and 


fact, and I could quote 
tances, that the out- 
of our best business 
. been made in bad 
g of bad times, I ought 
‘examines the policies 
£ those successes, it 
‘the progress was the 
of the perception, the 
drive and the courage 
t personally. It will 
ad no relation what- 
ns’’ prevailing at the 
t stood out in violent 
conditions. 
therefore, the ups and 
„are largely the out- 
of mind among busi- 
ness men themselves. Certainly I agree 
with the policy of studying forecasts 
and trends, but I maintain that these 
should be used as strong stimuli to 
personal action and not as the alibis 
and salves to conscience which is, even 
to-day, too often the case. 





stand! 
` institutor 
times in 












come of al 



























The Virtue 


Of Inexperience 






A young man, who has been given a 
position of considerable responsi- 
bility in a manufacturing concern, is 
forging ahead rapidly by virtue of his 
very inexperience. This sounds para- 
doxical, but I have watched him closely 
for several months past, and know it 
to be literally true. 

The secret of his method is asking for 
information, assistance—and results-— 
that a more seasoned executive would 
be likely to regard as unobtainable, and 
therefore not attempt to secure. Those 
who work with and under this naive 
young. man often smile over his requests 
and instructions, and sometimes fume 
a little. But to their own surprise, if 
not to his, they give him what he asks 
for in so many instances that he is 
developing a reputation for achieve- 
ment that many a more experienced 
executive could envy. 

This young man will very probably 
one day be at the head of his industry, 
because from the first he has assumed 
that if he asks ‘‘matter-of-factly”’ for 
what he needs, it will be forthcoming. 





—_ 


A Stroll 
Around The Office 


very once in a while a business 

executive should ask himself: Which 
is more important--the details of my 
work or the broader objectives? Some- 
times a casual stroll through the office, 
with a word here and a suggestion 
there, will result in more ultimate 
benefit to the organization, than three 
or four hours of dictation or concentra- 
tion on some operating problem in a 
private office. 


Four 

Guiding Rules 

j? times like these, with the whole 
world disturbed by complex social 

and economic changes, the man who 

wants to survive and continue to enjoy 

life must observe four guiding rules: 


1. He must be prepared to learn a 
new set of riiles for life and business. 

2. Hg must keep his mind open to 
new id and conceptions, no matter 
how revolutionary or unorthodox. 

3. He must check all new ideas, 


plans, projects, against the realitiese 


of human nature, and only expect 
_ those to prevail which give reason- 
able promise of working in a selfish 
world where 98 men out of every 100 
think first of themselves and their 







pared to accept. 
and new social 1 









































































































and economic plans and 





of the Calendar > 

he man who works ahead of 

calendar always seems to hav 
easier time of it than the man 
never quite “caught up”. Th 
for this, it seems to me, is 
thinking ahead one can use othe 
more effectively. — o mo 

if a report has to be made on- 
asth, the canny executive 1 
assistant gathering the necessa y. 
early in the th. The 
time to write for 






































the utmost consistency now for 
three months. There is almost no 
deviation. to report during the last 
month, The same factors that were 
on the upward move have continued 
that direction; the same factors 
that were uncertain remain uncertain. 


These Figures ! j 
are Clear Pointers 
nemployment is down 55,140 on 

13 On a year ago. 

rage are down 













we bought more 
time of the year ; 
cotton, timber, 
nanufacturing. 















again up by 
down 14% on 







all kinds up 
ear ago, shows 
1 with the 









tion up 20% 
e month. 






* 5.9% in unemploy- 
on the year; of 3.1% on the 





Iron and Steel up by almost 50% 
id 40% respectively on a year ago, 
ough both are down slightly on a 












Shghtly on the 
Same as it was 






es show that production 
-activity have reached 
“point since 1929, Taking 





preceding quarter, 105: for the same 
quarter a yeaf ago, about 95: a sub- 
tantial and consistent rise. 

Other indexes are remaining almost 
stationary? Wholesale prices are 1 
point below last month, but still 6 points 
above a year ago. Raw material prices 
likewise are less than a pomt below a 
Month ago, but more than 7 points 
bove a year ago. Cost of living is 










trend has continued with | 


elow last month, and I point above a ° 





season. So long as building activity 





l Soaring 


: — _The stock market has slowed down 
continues, as it gives every appearance slightly, simply indicating that the last 





of doing ; so long as the rate of increased six—nine months it has pre-visaged the 
prosperity throughout the Empire con- rise in trade and perhaps a little over- 


tinues, thereby absorbing more of our discounted it ; 


also that it sees the 


exports; and so long as we continue somewhat less active summer months 
developing the internal market with coming on. The stock market is always 
internal production activity-—there is worth watching in a period of upward 


nothing to fear for our home trade. 


swing, because to a certain extent it 


Now is a time for every business man foretells what business men believe is 


to take advantage of all possible coming over the next three to six months 


openings to develop his trade at home 


when the prospects are justified. And Conditions Abroad 
by the very fact of doing this he will Very Unsettled 





contribute to the increased business “PHE continuance of certainty in 


activity and thereby actually create his 
own opportunity. 
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rise in pric 


home trade is accompanied by the con- 
tinuance of uncertainty in international 








-London District: Finan 


cially the situation is 
quiet; the iron and steel 
reorganization scheme and 
the German debt confer- 
ence have caused a good 
deal of excitement, but at 
present the city is quietly 
waiting for a decisive move, 


E. & S. E. Districts : Crops 
are backward, but cattle- 
and sheep are healthy.. 
East Coast fisheries have- 
benefited, from the worst: 
herring season on record: 
in Norway, at a timg“ 
when the British herring. 
fishery is normally of. 
little account. AH the. 
catch was disposed of. 
The sugar beet industry” 
in East Anglia will be 
profoundly affected by... 
the new sugar control 
scheme being considered. =: 


Midlands: This district. 
has taken its fair share of 
the increased output of: 
iron and steel; the motor 
trade has been quiete 
than usual for this part 














Budget 
make the prospects rosy 


W. & S. W. Districts i 
There is not much desi 
mand for South Wales.” 
coal either at home or 
abroad; the tinplate ine = 
dustry is working at only: 
55% capacity, though the. 
demand has improved. 
slightly; the general level: 
of unemployment is down’: 
by 2.6% on last year. ? 


N. E. District: Shp: 
building has improved; 
iron and steel manufac- 

ture is up 75%; there isos 
a demand from- Scam i 
dinavia for Durham coal" 
the textile areas are not. 
sO prosperous as they > 
were a month ago, though. 
there is plenty of work 
in hand; the lull has 
affected general trade}. 
hence the drop in Leeds 
Bank Clearings. 7 


N. W. District; Activit 
in enginewing is du 
largely to the increase 
activity in shipbuilding 
and the increased iro 
and steel output. Th 
uncertainty of the Ameri 
can situation brings ur 
certainty in Manchest 
cotton circles, for ‘th 
‘possibility of restrict 
acreage may. result in 























trade, wi 
favourab 
just as in 





1S. á 

have been pursuing 
ist, and intensive 
tent on it. Germany, 
ikans, Turkey and 
gn of any support for 
but rather the 
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The intern 











a i Our own. Japan is (1913. 100) 
Hsified competition, and 











ween this country and the 
if the white races are 






not to be or 








nent which China 

ied the attention of 

| $ men much more closely 

to the internal condition of the United 

states. | 

~The recovery programme is going on; | , 

statistics shee that itis being ae EX PORTS— U P | 

n some of the basic industries, par- oe , 

< ticularly in the coal mining industry ï << 

-and iron and steel, where the output 70 prem 

has not reached levels higher than the 

previous peak levels. The labour e0 ktr oes ee z 
50 
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_ troubles are rious, and until they 
are settled- —the recovery pro- 
gramme wi on foundations of 
< sand. 


MILLIONS £'s 


present in progress to f 
t the end of one year _ 30 
has the support of 

overwhelming con- 20 
This confidence is | . 
olossal expenditure RAILWAY 
ms likely to embar- | . 
lecade in the future. 
tling-area countries 
trade agreements, 
rable. On balance 
provement in the 
untries, and inter- 
Ontinues to expand 





; the presider 
fidence in 











there is a gl 
Empire | trac 
markedly. 
< Australian 






: o goods entering this 
country increased from 4.62% of our 
total imports in 1924 to 7.03%, in 1933; 
in 1930 Australia was seventh on the 
-dist of countries sending goods to ae as 
Britain while in 1933 she was second, 38 Ee — 
Purchases from Great Britain increased en See 
by nearly three million pounds in 1933 


over 1932. Australian revenue is | UN E M P LOY M E T -DOV VN - 





_ {3,000,000 more than was expected. 
Both revenue and production of New 
Zealand are increasing; the latter par- 
ticularly, for already a 10% increase in 
he farm produce for export is predicted 
or the year 1933-34 Over 1932-33. 





"° Number of Insured Persons U nemplo ; 














Duri frst three months $ 
yea export trade 












By P. G. Hartley 


ee, 


| at the prosperity. of a firm is largely 
due to the co p ation of its staff 
















— alike, 
a Such a busi- 
= proved to be 
ractical, in the John Lewis 
. Tt is based on an ideal 
7 DEE: of that on which 
based. = All the workers, 
i deren in —— 








: ly be Siling t to. pay if he were a 
man ger; no manager should harge 
Q: ir gervices more than he might 


these charges 
2 should go to the 
< workers. 
-The partners or 
shareholders in an 
“ordinary fir or 
E er leave in 
oat, df tbey- are 
8 Kie. ate moder 

ate rate of inter- 
est, a great part : 
Of — year's | 





| a from : — in mm of 
— Lad. Subject to the 








-By in an interview with 
© J. SPEDAN LEWIS, Chairman 


The John Lewis Partnership Limited 





them as a — 


and 
the 


Under present arrangements, the 
assessment of profits and allocation of 
shares takes place at the end of each 
year, the governing factor in the latter 


“There is no doubt that the 
system has — in all 
ranks of the organization a 


really important degree of 
a quite new spirit, the exact 
opposite of that curse of 


z 3% 


British industry— ‘ca’canny 


being the amount of pay of individual 
workers, whether directors or ordinary 
employees. As the shares have a fixed 
cumulative dividend of seven and a half 
per cent, and only one share is issued 
for every thirty shillings of accumulated 
profit, the partners are in fact com- 
pelled to invest their profits in the 
partnership at five per cent. If the 
company were ever wound up, these 
shares would entitle each partner to 
receive thirty shillings for every share 



















in his or her name. The rates of benefit 
are uniform; no grade of employee has 
any advantage over another grade, 
except in so far as in bad years the 


partners of higher earning powers may 
be big haan to forego the benefi — no si 


‘for the junior ranks. | = 






















SHARES 
PROFITS 






The rate of benefit for last year (as — 
it probably will be for this year) was 
ten shares for every hundred pounds of | 
ordinary remuneration. As the shares 
are now saleable on the London Stock 
Exchange at about 25/-, this means 
that income is increased by about one- ~ 
eighth, that is to say between six and - 
seven weeks on every fifty-two. It is- 
expected that, as the business matures, ~ 
the rate of distribution of ‘benefit’ 
upon each hundred pounds of pay will 
rise certainly to fifteen shares and . 
probably a good deal further. The ` 
Partnership is experimenting at present 
with branches in the provinces. Of | 
these it acquired in the course of last > 
year, four. If results justify it, there. 
may be in the near future great expan- © 
sion in this direction. - 

We stated above that a portion ofi 
any partner’s holding is retained as a 
temporary fidelity guarantee. These 
deposited shares are returned to him, © 
less any debts which he may have- 
entailed with the Partnership, within 
thirteen weeks of his ceasing-to be a 
member. If his deposit has become 
equal to one half of a year’s salary he 
gets all further 
shares immedi- 
ately. K 

The Partner- i 
ship has a written 
constitution which 
is interpreted by 
a warden who is 
entirely indepen- 
dent of the man- 
agement or staff. 
A new regulation 
is shortly to be. 
introduced to the 
effect that the. 
warden cannot be 
removed from 
office without the. 
concurrence of. 
both the managers © 
and the — ‘that is to say all the. 
rest of the staff. He works in conjunc- 
tion with the staff council, which in 
itself is carefully organized. — 

„The whole Partnership is divided into a 
constituencies for the yearly elec-. 
by secret ballot of eighty-six. 

of. the council. In addition - 
























: * hip, acd — 


ask the manage- 
i the affairs of the 
questions are 
, though 






f such an 
business 

rtnership. Recom- 
he management may 
the council concerning 
ess, on the same 
which questions are 












nly to matters of 
ip calls ‘Commercial 
‘to say, the safe- 
‘ease of the capital of 











All other matters are classed as 
“Social Reform’. Here, the position is 
reversed. The management may make 
recommendations to the council, but 
= the council has the power of final 



















post-mortem on those 
nts. That is one of 
- worth-while jobs with 
; retailer can begin. Al 
p, from the smallest to 


most every ; 
closed Sccounts which, 


the biggest, has. 


ouble and ingenuity, 


] ip again and be made 
profitably ‘ The only exceptions 
are those mers who have moved 
away and those who are deceased. 


Looking © over. ‘the dead accounts, 
however, is definitely a job for the 
proprietor or the chief executive him- 
self. Re-approaching customers who 
have once foresaken the shop calls for 
infinite tact as well as ingenuity and 
authority, especially if the lapse was 
originally due to an error or misunder- 
standing for which the customer con- 
siders the shop was to blame. 

Most accounts, of course, that “‘go 
dead'', do so merely from apathy on 

the customer and not by 
efinite upset. 
manager of one well- 
| ry year personally signs 
a special letter directed to all customers 












di A By allowing — council absolute con- x 


DEAD AccouNTS 


whose accounts have not been worked — scheme, 


within three months. This letter invari- — 
m ies some article offered pr 


»500. 


trol of this money, the management is 
relieved of all those suspicions of 
favouritism which may attach to gifts ~~ 
by an employer to help employees — 
through some special trouble. 

The work of the council in this con- 
nection is done through a number of 
standing ‘committees for claims’ of 
which the chief meets every week for 
about two hours. They make a con- 
stant stream of small gifts or loans 
according to the claims which have been 
received. 


Here is an Automatic 
Management ‘Balancer’ 


The council’s power over this money 
has a further use as an automatic 
balancer in the management of the busi- 
ness. It enables the management to 
feel that they can attach money penal- 
ties to the breach of various rules and 
to the causing of any avoidable damage 
to the property of the Partnership, 
without the fear that in any particular 
cases such a system may work too 
harshly. The council has the power to 


money price. The letter tactfully sug- 
gests that the customer keep this un- 
usually attractive bargain, and asks to 
be allowed to book the amount in the 
customer's account. 

This general manager finds that, 


actually handling so fine a bargain, 
few customers can resist keeping it. 
Next thing is, they call at the store to 
mention their acceptance; once there, 
they generally buy something else as 
well—and the once dead account is open 
again. 

The special article selected to accom- 
pany this ‘‘re-approach’’ letter is very 
carefully chosen. It is priced down to 
bare cost, sometimes even below. 
Occasionally, too, a special line is 
bought up solely for this offer and 
marked ag a knock-out price. The 
point is,,it must be an irresistible 
bargain. 

The practice of another store, when 
a sale is on, is to send a special invita- 
tion to all “closed” accounts offering 
an extra discount if the customer will 
visit the store and show the letter of 
invitation. This also has proved an 

















what is Tight and proper. - a 
Another | notable — ion 


































proprietor. can, 
ten, tactfully . 

Many shopkeepers : 
on th claro 








Why did those accounts ‘go 
dead’? it is a worth-witile | 
job to prove every reason | 











customers, but. few exe cis 


















We were faced with the twin 

problems of uncontrolled price- 
cutting by wholesale distributors 

and damage to sales and prestige 

through uncontrolled retailers 

not giving after-sales service to 
— users 












rior to June last our main method 
‘of marketing was to sell to whole- 
salers and to allow them to do all 
he necessary distribution through their 
wn retail customers. ` 













ing was not suitable 

























ts were getting 
any little shop- 
could augment 
few Pyes, and 














was to eliminate wholesale distribu- 
tion altogether and, in its place, to 
sell solely through specially appointed 
retail agents who, in addition to selling 
Pye radio sets at a properly controlled 
price, would also provide adequate 
technical service for users. 


e Had To Contact With 
— 3,000 Retailers 


mpfe though this change-over may 
‘sound, it ¢nvolved an enormous amount 
f work and necessitated the entire re- 
ganization of our sales departments, 
‘It meant that, in the shortest possible 
time, we had to establish contact with, 
and satisfy ourselves as to the suit- 
ability of, over 3,000 ‘radio retailers, 
overing the whole of the country. i 
To begin with, we formed a repre: 
















entat 








“ballot of o 





body of 50 of our best existo 















C. O. STANLEY, F. .P.A. 
Managing Director: Pye Radio Ltd. 





This representative body we called 
the Pye National Advisory Council. At 
the first meeting we discussed fully the 
disadvantages of our old marketing 
system, and asked for their suggestions 
for its revision. To the plans which 
we ourselves put forward, the members 
of the Advisory Council added some 
valuable and constructive suggestions 
towards the final plan of ensuring the 
fullest co-operation among dealers in 
the future. 

Consideration of all the points put 
forward led to another meeting of the 
council at which the complete change 
of our distribution plan to the system 
outlined above was unanimously agreed 
to. 

We employed various ways to ensure 
that every one of the 3,000 retailers 
which we proposed to make an ac- 
credited Pye agent was a suitable indi- 
vidual with adequate service resources. 

Naturally, we retained the cream of 


Me 
























ton 





SELLING 






the retailers who were already sellin 
our products. Then we had select 
names submitted to us by our travellers: 
and our existing service agents. Our 
advertising agents, with their facilities 
for market research, also greatly assisted 
us in finding thoroughly reliable shops. 
The moment the change-over was put’ 
into force a difficulty we anticipated 
arose. The market to retailers was. 
upset to a considerable extent by the 
wholesalers liquidating stocks of Pye. 
products which they could no longer 
handle. It was one of the things which 
was inevitable. To combat this as 
much as possible we saw that it 
essential to create an entirely ne 
range of sets so that under the new 
system retailers would start with the 
incentive of quite fresh models. ? 
To produce new sets in such a short 
space of time, however, was almost im 
possible. We Rad to be absolutely ce 
tain that no set should reach the publi 
until it was technically perfect and thus 
able to maintain ‘our prestige. T 
achieve this, therefore, we were com: 
pelled to absorb a certain amount 9 















We Secured Close Records of ce 
Every Retail Outlet y 


time on the manufacturing side. Thus, — 
with wholesalers liquidating old stocks 
which they would no longer handle, and. 
a certain interval lapsing before the 
availability of new types we lost a 
certain amount of business. But this, — 
of course, is not a recurring factor. | 
Under the new marketing arrange- 
ment we are now able to have in our 
own offices a close record of our pros | 
ducts in the hands of every retail dealer 
handling them. Formerly, we had no 
record at all. ae 
At least once every week the sales | 
management now scrutinizes every. 
dealer’s record, notes his progress—or 
lack of it—and acts accordingly. Í 
An individual “‘pep’’ letter is at once- 
sent to a dealer if his record shows. 
sigas of falling off. ? 
continue to line 









. knows exac 


are also kept simi- pi 
duplicate reports t 


f ot their own cus- 


whe —— a little “pep” 

needed. But whenever we cones 
write direct to a dealer, sending him a 
‘pep letter, d play material, a draft 


=the traveller on the 
ays advised so that he 
what is being done. This 
dealer being worried by 
ae from head office and 


“ground is 


2s Are 


sales management survey involves 
three major activities. First, the 
ascertainment of the facts with the 
object of providing a true picture of 
things as they are (which may not be as 
Board of Directors imagines them to 
3€). This in itself is work of a a highly 
pecialized kind, involving researches in 
nany directions. and from many ang 
Moreover, is i 
bias, as for this purpose the 
pinion of a branch manager, a remote 
nali, oa or even a 


ng « o of full 


— of Boag 


upparently pleat Dion 16 part of 
which is of positive value except in its 


Yelation to the rest. The second stage 


in the survey must therefore be to col- 
date and analyse this mass of inform- 
ation with the object of establishing 
certain leading facts and broad princi- 
ples which must dominate future deci- 
ions. This again is work of a special- 
sed kind, since it involves a constant 


examination of motive to determine 


_ whether opinions are dictated by ex- 


perience or by prejudice, disappoint- 
> o ment, ambition, or even pique. 

_ The final stage is to examine these 
conclusions and to deduce possible prac- 
tical lines of action calculated to, over- 


res. an absolute freee = 


control; we have secured the proper 
after-sales service for the ultimate user 
which is absolutely essential for a tech- 
nical product such as radio, so that now 
we can utilize the full technical excel- 
lence of our products for the future 
building up still further of our sales and 
of our prestige as manufacturers. 


[SLOT FN OAS SARI Reefer dts A 


Sticky .. 


come any existing weaknesses or special 
problems which may have been thrown 
up in the course of the survey. And 
here, again, the need for an unrestricted 
outlook and a wide experience is vital. 
While it is true that the conditions of 
no two businesses are exactly similar it 


‘is nevertheless equally true that the 


experience of one business in pursuing 
a given line of policy or procedure may 
be a valuable guide to the advisability 


of applying a similar line of activity, — 


another. 


ahead for our raw materials and labour com: 

commitments generally. me 
Under our new policy, therefore, our F 

entire distribution is under our direct 


et ee oe 
through retailers. There 
many —— too few. 


and indirect competi 7 
understood or ignored 


It may properly be asked—does such 


a survey in practice bring to light in 
formation or suggestions of sufficient. at 
Let me cite a few. Ms 
examples of vital facts brought to light. __ 
a procedure as [ have Ta i 


value to justify it? 


by just such a 
described. 


These Facts Management 
Needs to Know 


.One of the commonest findings result- 
ing from a survey of this kind is that 
the policies laid down by the manage- 
ment are entirely misunderstood by 
minor executives and operative staff or 
become altogether distorted when trans- 
lated into action by the “‘front line” of 
the sales organization. Numerous ex- 
amples could be cited where a managing 
director or sales manager has stated 
categorically “Our men (or our stock- 
ists} do so-and-so’, and it has been 
found byetest that the salesmen or 


taken over “the — of re 
executives, and $0 0n 0 0. 
The essential co-ordination z 


view, 

their enthusiasm o theg h 

no common interest with the Se ucer. 

Sales assistants do not know what stor 

to tell. — 
Splendid gavertieng ds: re 















special characteristi f the article. 

lvertised, the interest of the prospec- 
tive customer dwindles and dies. 

Advertising may pull thousands of 
inquiries, and through lack of advance 
planning these inquiries are not pro- 
perly followed up. 
_. In another direction it is frequently 
found that prices, terms, conditions, or 
that qualities, sizes and packings are 
not in line with public requirements, 
thereby making the product more diffi- 
cult to sell. 

The actual sales organization is some- 
- times at fault. Too few (or maybe too 
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g by secret ballot, 
same thing. Of 
es not necessarily 
anagement; there 










m 
< The general administration of the 
_ business will readily be understood by 
_. teference to the diagram. When the 
` present chairman became sole owner of 
_ the equity of the business, his adher- 
= ence to the principles set out above 
caused him to refrain from realizing 
upon his interests, which were then 
valued at about {11,000, and to allow 

_ the whole of that capital to serve for 

_ the time being as the junior capital of 
the new organization. This he did by 
means of a trust-settlement whereby all 
— the profits were secured for the staff 
‘(henceforth the partners} of the com- 
panies constituting the Partnership. He 

himself lives by gradual consumption of 

that capital itself, its place being taken 

by the gradual accumulation of those 
_.. profits. The chairman’s own capitale 
<3 is in the form of non-interest-bearing 

= bonds and these, as we have just said, 

are to be replaced gradually by the new 
by year 











from the associated pro- 
will go in cash to the 
ll subscribe for the 


oo reports an 














A sales 
manager may have urged upon his 
directors the programme recommended 
in the survey report. The added weight 
of evidence may be sufficient to win 
over the Board to acceptance of the 
plan. In such cases a survey more than 


(Continued from page 17) 











shares in the Partnership that are to 
be distributed among the partners. 
The functions of the Partnership are: 

t. To reduce by gradual repayment 
of his deferred bonds its liability 
to the chairman in respect of his 
own original capital. 

2. To give to the staff as much as 
possible of all of the advantages 
of ownership, chiefly by putting 
into their possession the shares 
representing the re-investment in 
the business of its accumulating 
profits and also by giving them 
special help in any special trouble 
or other need and by creating and 
conducting for their benefit clubs 
and other social activities, etc, 

The rate of distribution of benefit, 
that has been reached already, would 
have been greater if the business had 
been more mature at the time when 
the scheme was set up. Not merely 
was the existing business at a stage far 
short of its potential progit- yielding 
power but there have been agquisjtions 
of other businesses, chiefly the immedi- 
ately neighbouring large premises in 
Oxford Street of T. J. Harries and Co. 
Ltd. 

It was considered that it would be 
in the long run bad policy for the 
Partnership to let these chances slip 
but the immediate consequence was 
inevitably to increase both the total 
overhead expenses and the total pay- 
sheet in proportion to the immediate 













are a few of the facts which : 
conducted sales managemen: 
1ay bring to light. It is not suggested 
of course, that any one business wil 
be likely to reveal more than a few: 
it is undeniably true, however, tha 
even in the most progressive and pros. 
perous of businesses some of them wil 
usually be found. 

I suggest that this process of evalua- 
tion be made periodically, and that the 
time to commence it is now. It is a 
fatal mistake to ignore the presence of 
such defects in organization and policy 
until a business has gone too far down 
hill to be readily pulled up. 


[Extracted from a recent address to the Incorporated 
Sales Managers’ Association, Liverpool Branch}. | 
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total flow of profit. Nevertheless thd 
results, that the system has actually 
yielded already, seem to have been 
sufficient to give the Partnership a 
really important advantage in competi- 
tion with organizations of the old kind. 
Apart from the effect of the system in 
increasing the efficiency of trading 
operations, it has other important 
merits from the standpoint of the 
general community. The partners show 
naturally a desire to keep the shares 
rather than sell them. It is hard to 
keep putting aside little odd sums that 
might be saved from each week’s pay: 
itis much easier to refrain from selling 
all or part of a block of, shares. T O: 
this extent the system promotes. 
individual economy and thrift. : 
Among the advantages from the. 
standpoint ofsthe efficiency of the 
Partnership itself we ought perhaps to 
have mentioned the following : 
Naturally it makes workers much 
more inclined to accept necessary dis- 
cipline. Its sheer success in trading 
favours the obtaining of capital at cheap 
tates, Finally, the fact that the profits. 
are distributed under a legal trust- 
settlement, means that the total income- 
tax that falls upon them is merely the 
aggregate liability to such taxation of 
the actual recipients. Since the profits 
are thus cut up into a great number of 
small slices, the proportion, that after 
taxation remains for accumulation in 
the business, is of course much greater 
than it would be if the profits were 
flowing to oné person or to compara- 
tively few persons or to shareholders 
whose individual holdings were small 
but whose total incomes were large. 
We hope that we have succeeded in 
giving some idea of the reasons for 
which, the founder of the Partnership 
believes that, if its business-manage- 
ment be of fair ordinary competence, 
it must be highly successful because of 
its special advantages in other respects. 
He believes also that, until these ; 
policies have spread throughout indus- : 
try and such patient practical experi- — 
ments in industrial reform have become s 
the rule rather than the exception, — 
labour will never be fully productive — 
nor will there be the maximum of 
consumption to balance it. 





Is your 
accounting 
system 
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NAL! 


_ Promptly comes your answer ~ Of course it is!” and 
‘ | 
‘doubtless you are right - as regards principle. 
\ 


—— Far. S 


ver y 
4 ` 
= 
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But surely “sound” means much more than this? Can 
accounting and recording be called sound that is 
wasteful of time and labour, that entails expense to 
you for overtime, that risks losing you customers 





because of its all too frequent inaccuracy and because 
of the delay it engenders ? 









Kalamazoo 


* Equipment 
or visible 
Kalamazoo Systems Dept. Meine 


offers you help and advice 


You may be one of the thousands of firms who are quite unaware of the 
possibilities at this moment existing in their counting-houses of speeding-up, of 
economising in time and labour, of increasing control and efficiency. 


Probably this is because such possibilities have never been pointed out. 


The Kalamazoo Systems Department will indicate to you any such possibilities 
that may exist and give you subsequent advice and help, all without the least 
implied obligation. It does not | with the accounts themselves But with 
their material arrangement ; and it may be that only a slight change in the latter 
is Necessary to produce a surprising result. 

For instance, a loose-leaf record may be changed to a “visible” record with 


enormously increased speed of posting and reference and 
with the additional advantage of giving absolute control 


by signal. Kalamazoo N 
Whether you are satisfied with your present methods or Equipment VENRAN 
not, why not write us? It may be we can help you. for Machine | CE Saeed 
} DA USo Sarr WIEN 
Accounting te E —— 






— (Sales) 


Kalamazoo Lt 


(Proprietors : Montano & Impey, Lro.) 


Heap Office anp Factory: NORTHFIELD, BIRMINGHAM, 
London Office : Shell Mex House, W.C.2. Branches in all leading Provincial Cities. 
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keeps you in 
touch with 
every department. 


MOST 
EFFICIENT 


ECONOMICAL 


RELIABLE 
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For Sal 


pa 


outright or on Rental 
WRITE TO 


RELAY AUTOMATIC TELEPHONE SECTION 
SIEMENS BROTHERS & COL 


38-39 UPPER THAMES ST. LONDON E.C4. Phone: CENTRAL 2332 
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Building Centre, 158 New Bond Street, W.1 
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BUSINESS EFFICIENCY \ 
- by SMITH’S (Synchronous Electric Cl 


All that clocks can do,is done to perfection by Smith’s [g7W 
ay mÁ Synchronous Electric models. To tell the time truth- 
fully day in and day out ; to encourage punctuality 

and smooth running in shops, offices, factories ; 

at ees to be landmarks serving the public of the whole 
LAN neighbourhood ; to be effective reminders of branded Epa N 
goods on sale in stockists’ stores: all these are oa. 
functions of these most efficient clocks. Wherever 
there ate time-controlled A.C. electric mains you can 
plug in to Greenwich time with Smith’s Synchronous 
Clocks. They cost only a few pente a*year each to run 
and add nothing to routine staff work and responsibility, 
for winding and regulating are never once needed. 


Please send for illustrated brochure. 


gex ve | SMITH’S ENGLISH CLOCKS LTD. 
tee) CRICKLEWOOD WORKS, LONDON, N.W. 2 
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ire of any commodity, ager 


e more scope there is for 
; labour, material and 


fs extent of this vago. 
-to cut it down, that the 


ment i is ample. “We selected three men 
who were well versed in the manufac- 
_ turing processes of our products, and 
_- who could, in addition, read statistics 
- accurately, and we gave them a roving 
- commission to enter any department, 
in investigate. any process, and to make 
_ whatever inquiries they wished, with 
_ the sole object of finding out where 
- wastage was occurring and of suggest- 
ing methods of cutting it down. 
‘These three experts take the works, 
_ department by department, and investi- 
gate first the use of material. The 
weight of raw material entering the 
department is ascertained, and the total 

— of the products when that 
is finished with the raw 
lso obtained, and a com- 


the difference gone? For. 
i: Less comes 


difference. 


J Works Ma ag 
The Gramophone — pany 


“We created this additional department of thr 
cut our production costs. Its primary function is. i 
-check — in MATERIALS, and its — 


general 


eeen pee e 


and the by-products, such as washers 
which are stamped out of scrap metal, 
and a host of other small but useful 
items. 

Having found the consumption of 
material, the anti-waste department 
next considers the scrap. Is there any 
way in which the scrap can be utilized 
for our profit? Alternatively, and more 
important, is there any way in which 
the amount of initial scrap could be 
diminished? 

To decide this, every process is care- 


fully examined with a view to its better- 
ment., In some cases it has proved thať 


the introdye ction of new and improved 
ee as materially diminished the 


‘amouht-of*scrap. When this has been 


so, the department has had to consider 
the value of the scrap saved in com- 
parison with the cost and upkeep of the 
machinery. 

In addition, the department is always 


$ given a complete list of the new models 


are to” be put on the market in 


and by a consideration. _ 
, in some cases, to 


cent. in materials has — — — i — 


overheads are ex ces ed AA Sip 


that the initial cost is — and 
acrap is less — 


depart. Bue thee the oe 
in harmony, they do not work in 
association. The work of the fo 
is to overhaul and scrutinize ‘the | 
of the latter. on 

The planning department deal ; 
almost entirely—with” prod: 
The anti-waste department speciali 
in material. — 

Yet this department is not Torbida 2 
to offer suggestions for the improve 
of production methods: Tts wor 
connection with the examination 
various processes of manuiacture r 
sitates this. Here, it is able to exa 
ee labour costs and to suggest impro 
“ments. However frequenth 
is overhauled, we find that E is 
sible to deny the fallibility of t 
element. 

From 








ly. examined in this way, the 

aste people consider all their 

ıtistics and make out a report and a 

schedule for use in the future. All the 

proposed alterations are carefully and 

_ fully described. In the schedule for 

_ departmental use everything is trans- 

© lated into. terms of money. For instance, 

© — # pounds worth of raw material enters 

=- the department and y pounds worth of 

_ finished product emerges. This last 

"figure must represent a given percentage 
of profit, and from this are allocated : 

=> > I. The maximum labour cost per- 

missible. 





3. 
overhead cost. 
As an incentive to the employees te 


and/or the labour costs and oncosts, 
receives a bonus proportionate with the 
amount of the reduction effected. 

In order to qualify for this bonus, it 


is necessary for every employee in the 
department to work in harmony with. 
his neighbour, for it stands to reason ` 
that if the “chasers” try to hurry work: 


through while the men on the machines 
are not at all particular, the extra effort 


live up to the standard required, a 
bonus scheme, based on the schedule | 
has been instituted, and any depart-. 
ment which produces its goods at a 
lower rate, that is, reduces the wastage. 


ee possible to determine its exact value. _ 
An indication of its probable worth is, _ 
-however, given by the fact that in its _ 














kiA: epar | 
ation long. s0- 5 that it has ‘not bena 


short life of a few months only, it has _ 
effected a saving of more than 10% in - 
raw materials alone. We believe that - 
in the matter of labour costs and © 
oncosts, a long view must be taken, so | 
we refrain from giving the provisional k 


figures which have been obtained up to _ 


late. There is no doubt, however, that | 
they point to a result as satisfactory as — 
that which has been obtained in connec- 
tion with the raw material costs. i 





_ THESE SIGNALS 
REDUCE | FIRE HAZARD 
= ro minimize the damage from fire, it 
J ry that every person in an 

tion should know what to do in 
ould occur. This is how the 
met in the works. 
locking-on stations are located 
erous points throughout the 
To avoid waste of time, each 

1 o sets of card-racks, 
mail number of workers 
poc cot i in each rack, instead 
isplaying a white time-card, dis- 
ys a red panel. This panel gives the 
larm signal for the section. 
his clever idea places the vital 
formation, not merely where it can 
‘seen, but at the one point where it 
ist be read—and four times a day at 
for in order to select his card, a 
st have his mind on the rack. 


~ $ 

R ' KING FOUNTAINS 

CH. SAVE TIME 
rable. time is lost in, most 
ries because a long walk is 
sary in order to get drinking 
iS ig Further time is lost in rinsing 
‘the: cup. ‘Even then it is not clean. To 
save this time, special drinking foun- 
tains are placed at frequent intervals 
cae _ throughout the works. Upon depressing 
ee >? mag. the water bubbles from a nozzle 






































Be 


‘ment of tools and methods. 


advanced rivals.’ 


— Does Two Things 


Phe function in research is two-fold. First, it is the elimination of 
waste: the saving of time in human effort and materials, the improve- 
| Secondly, the creation of new industrial | 
activities. This is of the most significance at the present — as it 
represents the best means of absorbing unemployment. 
‘All new industrial activities originate in abstract ideas which — 
carried through a sequence of operations commencing with research and 
terminating in financing and establishing productive facilities. 
‘To-day research is recognized®by progressive industrial concerns as 
_ being fundamental not only to an industry’s progressive efficiency but 


be t the b utclassed b ae ter aly 
as affording an insurance agains risk of being outclass y — i the machine es ino a cean. condition, _ 





These 
Save Time 





to a height of four inches. In drinking, 
the lips do not come into contact with 
the nozzle. These devices cut out the 
walking time and the cup-rinsing time. 
But their chief value lies in their 
hygienic advantage. 
ge de 

EASIER AND 
BETTER SOLDERING 
Soiderins is notoriously a wasteful pro- 

cess—and sometimes a difficult one. 
This is the method used to solder the 
tops on radiators. 

Instead of covering the two surfaces 
with solder in the usual way, stampings 
are used. These are thin leaves of 
solder exactly the same shape as the 
radiator top. Holes are already punched 
so that the leaf fits over the radiator 
tubes. The soldering process then con- 
sists simply of placing the leaf in 
position, painting it with flux, locating 
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in the works 
From an Engineer Manager 


the radiator top and heathy t the 
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This method ensures a perfect jo 
and eliminates the need of skill. 
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THIS CONVEYOR 
SAVES MATERIAL 
pven in a moderate size plan 
hundreds of pounds a year i 
in clearing swarf (metal ¢ 
from the machines. The usual a 
is for a labourer to shovel it. 
machine, which is stopped wl h 
does it, and take it away in a * 
barrow. : 
Behind every battery of mac | 
runs a conveyor. This consists of ; 
series of perforated sections separated 
by a raised ridge. This moves in a 
guarded trough. The cutting compound — 
and the swarf fall from the machine — 
on this conveyor. The compound runs 
through the perforations into the 
trough. It is then carried back, © 
cleansed and passed to a central sump _ 
for re-use. The cuttings are carried — 
along on the ridged conveyor. This | 
conveyor meets another transverse one. — 
The latter carries the swarf, now almost _ 
dry, direct to the furnace for remelting. 
Although perfectly simple, this idea 
cuts out all the labour cost of handling 
swarf. It cuts out the loss of idle. 
machines. It keeps the floors clean — 
without the cost of labour. It econo- 
mizes on the cost of cutting compound. _ 
And because the latter alw ys reaches ` 










How We Cut Down 
roductive Labour Ti 


ford. ‘to. pay his 

s for time which is 
in actual produc- 
versal use of time- 
is a step towards 
th loss. It is, how- 
although in a great 
the sole precaution 
the employees have 
is left entirely to the 


in Sch department to see that 


are j te nea TER — while 


most effective check 
a self-recording 

main power-source, 

luctuations in the 

<O Since the power 
atio to the working 
(both number and 

perating), this chart 

and automatic 


a chart in detail: 

h day? If the men 

e curve should rise 

l g from the 

normal aight readiag to the full-produc- 

tion figure (as in Curve ‘‘A’’), remain- 

ing steady. until 12 noon, and then 

dropping vertically for the lunch-hour. 

This curve should then be repeated in 
the afternoon. 


‘The Power Consumption Figure 
a ‘Tells the Tale 


By L. G. HORSEFIELD, A.C.L1. 


time, probably at the expense of effici- 
ency, or of the life of the machinery. 
Next the curve will gradually drop 
back, with varying degrees of fluctua- 


tion, and may even fall regularly below 


the full economic figure until about 
11.45, when it will begin to fall much 
more steeply. 

When the test produces a curve of 
this nature, a conference of the foremen 
should be called to discuss its implica- 
tions. 

What is the cause of the slow start? 


ss Is there too much time wasted in talk- 
ing before settling down to work, or is 


one department held up altogether until 
the first products reach them from 
another room? What steps can be 
taken to correct these things? 

If the Curve “B” rises above the 
level fixed as the standard, does it mean 
that the latter is too low—that the 
machinery could be run at a higher 
speed without detriment? 

What is the cause of the gradual 
decline of Curve “B” during the morn- 
ing? Would a five-minutes’ ‘‘fatigue- 
break” at 10.30 enable a substantially 
higher rate of production to be main- 
tained during the rest of the morning? 

Still more important: what is the 
cause of the dropping-off after 11.45? 
Is there any slacking on the part of the 
men—running slow, so as not to start 
a new job just before 12—-or is the 
originating department being slowed 
down deliberately to give the other 
rooms a chance to finish? Could these 
faults be Pectified by staff changes, or 
an afteratfon of procedure? 

If the answers to some of these ques- 
tions are not clear, it may be necessary 
to have similar charts prepared for 


is | ; „different sections of the works, to ascer- 
e aand for power—i. es "the — 

ive. effort of the machinery— 
low figure just after 8: — 
ng perhaps half an — 


tain precisely where the fluctuations 
3 ise. It may then be found that there 
— wider variations oe 


will then rise. slightly me 
gan 1 effort on. athe _ mask E 


Even after this syste 


ont, and an improve 
chart has been ac 

desirable to take pe 
one day) on one or a 


the factory. 


The forem 


be notified of the parti $ 
being checked, but the r 
should be passed to a > 
as a confidential report on 


A Quick Way to Fine 
Average Curve 


These daily charts may 


fluctuations due to ten 


downs: 


in a small room th 


a single machine may T 
used by one-third or ev 
it is rectified. 
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Where is working tine — in 


your factory? Are there slow 
starts morning and afternopn and 

after breaks or rest pauses? ls- 
time wasted by operatives walking | 
to and from machines? {s the 
pronounced slacken; g oO 
soon before “time”? 


venience of work 

shop? Do we 

avoid starti 
“time”? — 





ficient accuracy for prac- 


ses; is. to have. the charts 


nk premises are in an old- 
building which has been com- 
dernized, and the room illus- 

s originally part of a large 
uch has been divided by the 
into smaller interiors. The 
arë insulated against sound 
are finished with beige-coloured 
nese seagrass; the door, also, is 
and has a middle ply of 
material. Artificial lighting 
direct method, lamps being 
behind a plain cornice a foot 

à the summit of the — and 
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First follow-up n 


beige, brown and bronze, 


tag 


ination is that a any tendency Go break- 


down. or to slackening-off at a particular 
time of day becomes immediately 
obvious, and calls at once for investiga- 
tion and remedy. _ 


in addition there is a table standard on 
the director’s desk. 

Tubular metal furniture in bronze is 
used for the chairs and tables. The 


| latter have tops of natural leather; and 
ie the structural woodwork, including the 


door architrave, skirting and built-in 
cupboards, is American walnut. The 
colour scheme is principally in tones of 
giving an 
effect of dignity and restraint. The 
curtains are brown; the chair coverings 
are a handwoven fabric in tones rang- 
ing from beige to rich brown, and the 
carpet is a neutral velour. It will be 
noticed that instead of ornate mould- 
ings to the ceiling, a narrow bronze 
fillet is run round the top of the walls. 

Psychology enters into the planning 
of this room more than a little. The 
director's desk or table, for example, 
has neither drawers nor pigeon-holes, 


Overdue accounts comepup for review 


Second follow-upinew account, twa instalme 


Third follow-up 


first follow-up off account, two instalments 
Third follow-up did account, three instalmems overdue 


Filth follow-up 
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accounts 60 days over 
due, ledger number 3 
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due, ledger number t 
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room illustrated includes a- 
cabinet fixture in one of the wall 

five cupboards, two drawers and 
open shelves, and this provides amp 
accommodation for everything- tha 
might otherwise have to be kept in the 
desk, besides including a cabinet fo 
drinks and smokes. 

Another important point is the fact 
that when seated at his desk the 
director faces the door to the room bu 
is as far away from it as possible. Thi 
is an arrangement which is calculates 
to ensure respect. Freud maintains 
that the greater the distance betwe 
desk and door the more dignified thi 
impression received by visitors. T 
worst position for the desk of ar 
important executive is near the ¢ 
but with his back to it, so tha 
executive looks over his shoul 
approaching visitors, The desk 
always be as far from the doo 
possible, and the chair should be fa 
it. — 

There are chairs and a small tab 
another part of the room; these are 
conferences, and behind this is a se 
which can be used for a spell 
when needed. The director's ta 
a type which can be placed 
with others in the room thereby 
a long, single conference table. 

The room includes twò tele 
extensions, one at each end ¢ 


room, so that when calls come th 


the occupant has only to go to whi 
ever receiver is the nearer. 
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= DUPLICATOR and PRINTER 
“MULTILITH” duplicating is highest (7 770 TI OUT TI TI TI T7 7 
quality Printing——-Lisbographie Printing. Lower duplicating costs 
Duplicates and prints Letters, Stationery, 

Office Forms, Leaflets, Folders, Sales. Consistent Quality 
Literature, etc., faster-—better—at lower 


ost than hitherto possible. Simple to New and wider uses 
perate ~~ no attachments necessary. 


_ FASTER - BETTER DUPLI- 
(CATING AT LOWER COST. Eliminates all printed 


FINEST QUALITY PRINT- Ai 
ING AT LOWER COST. Increases sales 


OST REVOLUTIONARY 


Cuts Printing Costs 


— ⸗ ⸗ M tae — ee we oF ae weet hie — * · 


Prints Private Documents 
in own office 


⸗ tie e my a e Eon ⸗ 


cuiars at once 


OGRAPH - MULTIGRAPH LTD. 


“MULTILITH” DIVISION Model No. 200. Has running. 


A7 : speed of 4,000 copies per bonr, Na- 
—— e LONDON, W.C.2 technical shill required to operate 
of: , | this machine and produce perfect 
„Listing, Duplicating, Printing and Folding Machines — results. 


Snort words these, but a life's des- i poe OUA 
tiny between them. Look at the Hne Postal Trai 
again and see the space between the | pe aust 
two end portions of wording. If you 
say “I will!’ that is a splendid start. 
But with what will you All the hiatus? 

Shall it be with a determined reso- 
lution to succeed in Ife, or will it be 
filled, alas; with doubt, hesitation, 
and a faint-hearted outlook toward 
the future? pot 

“And he did!” is a aplendid finish. produced and 

H you are wishful for success and 
prosperity, it matters much how you 
complete the line. 

The strong man is slow to promise, 
but resolute to fulfil, 

Have you resolved to succeed im 
your life's career? If so, the Metro- 

politan Cob 
lege can help 


aye enim 
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Also up-to-date : phd 
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| For fall particulars and FRE E 


NO TYPE 


No loose type is used 
in the Rotapring process, 


O NO. BLOCKS 


No blocks are required 
for Hlustrations. 


SAVES TIME 


Perfect prints produced 
at 3,000 to 6,000 per hour, 


REPEAT PRINTINGS 

-The metal sheet is filed 
away and ready for further 
prints af a moment's 
notice. 


SIMPLICITY 

Rataprint can be oper- 
ated perfectly by a —5 
in your office, 


FE Demonstration on your own — 
or at our showrooms appl Ds 


: our Saving Stationery 
Systems. 
@ 


5 | ELIMINATE UNPRODUCTIVE LABOUR 
ft IN HANDLING YOUR MULTIPLE FORM 
- WRITING 


_ Ask us to prove to you that we can 
save you £1.6.8 on every 1,000 
Multiple forms completed In your 


office 


- SPEEDOFORM | FANFOLD | TRANSKRIT 


— — 


— A NORTH CIRCULAR ROAD, LONDON, Nwa 


Te jepi 4 ne; GLAdstone sy 


OF YOUR PRINTING BILL 


Rotaprint is the most versatile office printing machine o 

the market, having ali the capabilities of larger machines 
used in printing works, but simplified to produce 
first class printing at high speed, and at minimum cost, 


The central idea of the Rotaprint is a thin flexible 
aluminium sheet which can be inscribed by a variety __ 
of methods. All your sales literature, stationery, ete, 


can be printed from this metal sheet, displacing costly 
blocks and the laborious bugbear of typesetting. Bae 


Many leading Business Houses and Government Offices 
testify to the great savings effected since they installed 
Rotaprint. Read this extract from the Post Office 
Magazine: l 
“Mr, C, Wi, Burge, Staff Officer, Engineer-in-Chief’s Department, has. been 
awarded the M.B.E, . , Exercising knowledge and experience gained outside 
his official duties, he has been instrumental in effecting considerable ‘savings: 
annually in printing and duplicating costs, in various departments, by we 
extensive — of the Rotaprine system. : 


WYTIAT LTD. 
57a HOLBORN VIADUCT, LONDON, E.C.1 


Telephone : Central 5655 (4 lines) 


Also at BIRMINGHAM, LEEDS, NEWCASTLE-ON-TYNE, SHEF FIE 


MANCHESTER 
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GUARANTEE 


ADDING 
CALCULATING | 
BOOKKEEPING | 

MACHINES 


Perhaps you would like to EXCHANGE your 
existing Machines for more up-to-date Models, 
New, Slightly Used or Rebuilt Machines? 


Or, maybe, you wish to DISPOSE of Machines 
which you are not using, at a fair price? 


Would you care to have your REPAIRS carried 
out by our expert Mechanics and have the 
Machines guaranteed by us? 


Do you ever wish to HIRE Machines at 
reasonable prices? 


WMould you like to see a DISPLAY of every 
“make of Calculating Machine? 


Y * we respectfully invite you to VISIT our 
permanent exhibition. 


Trade 
“Raquiries 
Solicited 


— “LIMITED 
y Viaduct, LON DON 























Leataas 


ale 


A 


RLARLEL tigdid 


$ 
ł 


ERR dtijgigdd 
y 


yag 


omplete statements, 
10,006, averaging 


alf. Our office work 
r — — months 












| Peak 
ner ty the office was 
p pace with the 
hed out and now 
tra machine time—not 
vertime, Our stock 
ie enables us to follow 
y so that the types 
called for at any time 
ably lable-—we never have 
to delay fulfilment of an order because 
€ out of stock. Analysis figures 
allal showing accurately all the 
“Gust what is happening in our 
< That is what mechanized 
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This Machine Systém Would Suit 
E Any Business 


‘Moreover: the system has not been 
changed to cope. especially with the 
peculiarities of Macleans’ business; it 
“da one which, I think, would meet the 
requirements of any organization, and 
that is why the remarkable results are 
of such general. interest.’ 

-Macleans are, ‘of course, the nation- 
ally-knowg firm of manufacturing chem- 
darge number of 
‘er 500 in fact, to 
y have about 
: buy at frequent 
wity of whom are 








npetitidn is fierce, — 


mation E recorded by hand — on the left, card sorting 
in progress’; centre, the tabulator. 


they must have detailed analyses of 
their sales for advertising and market- 
ing purposes and, of course, they have 
the usual accounting problems of pro- 
ducing statements and ledger sheets 
quickly and accurately but with a 
minimum of expense. 


From 


H. G. LAZELL, F.C.I.S. 


Secretary: Macleans Ltd. 


In an Interview 





They are using the machines for 
practically the whole of their account- 
ing system, including sales, purchases 
and general ledgers up to and including 
the trial balance, in addition to all the 
analysis work which naturally follows. 
The installation comprises four key 
punches, with a sorter and a tabulator, 
for it is the punched card system which 
is used. 

The type of card is the small standard 
size having 26 columns, giving 286 
punching positions, each to record some 
different fact or figure. The hand 
punches have been specially designed 
to enable*automatic verification of the 
punohing which is an essential feature 
of the system. Actually, two machines 
are used to punch the same information 
on each card, the first machine, instead 
of the usual circular perforations, makes 
half-moon. perforations. By check- 
punching the work in the second 
machine, the half-moons are converted 
into circular holes by punching the 
second half-moon. 

Rapid scrutiny of the cards after 


T 


check-punching reveals any error, as p 






Ten thousand sta em 
matically balanced anc _dispat 
in one and a half days. — 
















2. ‘Peak’ periods smoothed o to 
3. Enables a much closer and, t 
fore, more economical ste 
of over five hundred lin 
4, ‘Up-to-the-minute’ detai 
of day-to-day business | po 
5., Quicker and more. accu 


control. 





Since installation of 
business has 1 a 
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cards which still have < 
them will be incorrectly 
sorter will select and gr 
as required, according to- 
tion recorded by their pë 
the high speed of 24,000 £ 
The tabulator mechani 
and prints the recorded in 
predetermined. order, totalli 
able columns and striking 
where required. 

This machine is entirely 















































the perforations in the card 
the mechanism which prin 
where necessary, adds and 


quantities, values, etc., at 
ŝo cards a minute. Seb- 
totats and subtractions ¢ 
and balances obtained at 
The tabulator will print + 
names at the same time as it: 
adds figures; its capacity be 
self-contained units each capa 
printing ten columns of fg 
letters. 

































Purchases Day Book and Ledger a 
Both Eliminated | . ooo 


A main feature of the purchases _ 
system is the elimination of both the o — 
purchases ledger and the dat. book, — 
The procedure is briefly as dollows: —<—— 

All suppliers’ invoices are marked a 
with a code number, and two sets of 
cards are then of rian one e ee — 
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— group. 













































E io stores purchases 4 are sorted 
and tabulated by stores account no. and 
unit of quantity, thus producing both 
the total value and the total units of 

each class taken in during the month. 
These totals are then transferred by 
> hand to the stores records. Finally, by 

_ punching master cards for each stores 
ae the trial balance figures are 

oe produced. 

- -Dealing now with the purchase ledger 











eh that is, the cards punched with 
cethe totals of each invoice as credits to 


| ; the suppliers, all accounts for weekly 


5 ae settlement are extracted; these are 
tabulated and paid weekly. 


The 
emainder are held over until the end 
of the month and are then sorted, 


The problem here was lack of 
natural lighting. 


The designers overcame it. 


RENIE EE EO ——— 


pened last month by Sir 
Courtauld Thomson, 
E K.B.E.. C.B., the new 
Chairman of the Employers’ 
Liability Assurance Corporation, 
these offices — house the cor- 
nh 


: s between credits and Goa a as — — 
“of items is recorded. The suppliers’ 


statements are then compared with the 


tabulated totals and with the cheques 


as they are signed. Thus a complete 
tie-up from invoice to statement and 
payment is obtained. 


How the Code Number System 

is Checked 

The problem in sales accounting by 
machine, where a code number is used 
for each customer, must be to ensure 
absolute correctness in the coding work. 
This is where the verification supplied 
by the check-punching system proves 
invaluable. 

Each order, as received, is recorded 
on a ‘customer’s order and credit refer- 
ence card’. The details are then ex- 
tracted on to a draw sheet, i.e., the 


¿i 





premises : 

















department. 
customer's order attached goes to the — 
factory stores for withdrawal of all | 
All the items then. 
go to the dispatch department where me 
the packers make up the parcels irom ç 
the customers’ orders attached to the 
Thus a check is obtained _ 





One of London's 


Most Modern 


This back window lights the private office of. thi 
manager; but in order that this light should not be 
cut ofi from the outer office, the dividing wall was 
made almost entirely of plate-glass. This renders th 
manager's office soundproof and at the same time 
allows a maximum of natural lighting to come 
through to the desks in the rear of the outer office. 
The upper illustration shows this glass-dividing wall. | 
interior walls | 
and the ceilings of 
areo oo 
white, while the fur 


which o ——— — 
etc., and sends them to the dispatch, 
A second copy 





items called for. 


draw sheet. 
that the goods are as ordered. 

The second copy of the draw sheet, 
before going to the dispatch depart- 
ment, is passed to the addressing 
machine department, where the plate 
for each customer is extracted and a 
print taken on the back of the sheet, 
and also on labels for the dispatch 
department. After the goods have been 
dispatched the sheets go to the invoice 
typists who prepare the invoice sets 

(Continued on page 33) 






Small Offices 


possible was needed in the offices, natural light fell 
only on the very narrow front. > 2 

The lower picture shows large expanse of glass in. 
window and door in the front of the premises, 
designed to collect as much light as possible. 
aid this, a small glass ceiling light was contrived in. 
the roof and a small window in the back wall of the. 


To 





All 


the premises 
niture, in a modern 
style, is 
figured wood, 


to absorb light, The 
total effect has. re 
sulted in one of the 


have recently been. 
opened in London. 
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of light, es 
the 
whole designed too 
reflect rather than 






best-equipped of the ] 
smaller offices which 


Further particu- | 
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pith those given by the 


n loyers (on page 7) as 

: l . ig the Trade Unions’ 
equest for a shorter working week, are 

highly interesting. Dealing with the 
-office side of industry and the applica- 
-tion of modern machinery to it, Capt. 
__ Lyttelton quite independently endorses the 
Engineers’ opinions as to the general effect 


of mechanization, on employment.— Ed. 


ag “o-day. in 1934 there are still many 
who attribute our troubles and in- 
dustrial depression to the great in- 
— of the chemist, the engineer and 
the metallurgist, © the increasing use of 


some. system had to be devised 
hereby fouror five persons could work 
it the ledger files at the same time 
ithout getting in each other’s way. 
her, it was desired to find some 
thod of arranging all” the accounts 


is a movable table and chair, 


machinery and to our 
expanding power of 
production, Funda- 
mentally, such ob- 
jections must be 
quite fallacious. It 
is impossible seri- 
ously to maintain 
the point of view 
that the world can 
become poorer by 
increasing the range 
of its products and by reducing, in 
terms of effort, the processes by which 
they are brought into use. 


AND 


Capt. 


These Ideas Are Entirely False 


“Increased production and abund- 


and statements together and keeping 
them up-to-date, so that at the end of 
the month the work of issuing the state- 
ments would not be three or four days 
behind, as frequently happened. 

The desk illustrated here was the 
result of the joint efforts. In the centre 
on the 
principle of a rowing seat, which is used 
by the supervisor of the accounts. In 
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O. LYTTELTON. D.S.O., M.C 


Managing-Director, British Metal | Corporation,Ltd, 


ance—falling prices, 
ultimately starvation.”’ 
“Decreased production and scare 
-rising prices and prosperity.” 
These are the economics of NaC 
(Continued on page QO 


unemploy mt 


the trays on each side are 
sheets and the statements... roa 
sheet is filed with the appro 
statement, 
Round the desk are 
accounting machines, $0- 
the minimum distance bet 
and the machines. 
removed from the 
TOONI: as — 


wants a coe — {s in use 
at once by the colour of the d 
where it is, — 

When sheets are remo 
perusal of the managing - 
second sheet of a. 4 
colour is inserted, a 
sheet is never ren 
the as sis ‘the : — 
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‘umstances, be a retrograde step 













































hink there are several things which 
tand out in sharp relief. One is that 
we must not, as employers, by mechan- 
ization endeavour suddenly and vio- 
 lently to do with less men. We must 
- rather allow increased volume to take 
up the unused capacity of our mach- 
ines. In short, we must see that those 
who have some of their labours per- 
_ formed mechanically do actually benefit 
in terms of unemployment of the 2oth 
Century’; namely, leisure, rather than 
in ‘terms of unemployment of the last 
o century, namely, idleness with poverty. 
=o. In my own company we have ordered 
a very elaborate and not inexpensive 
‘machine which will do all the compli- 
cated accountancy which is necessary 
in a business with very diverse activi- 
Ges. On the face of it, it might be 
‘imagined that our sort of business, 
which has an enormous turnover ex- 
pressed in terms of money but with 
ery few customers, and which engages 
in every sort and kind of business, was 
dapted for mechanization. It is 
ute true’ that we shall find ourselves 
achines capable of performing 
“work than we can ever give 
mut we consider the subsidiary 
ges so great as to make it worth 














Weeks; By Machine 
| 45 Minutes 
an give you one instance of the 
ng of labour. We have three clerks 
ged part of every day all the year 
n. maintaining a check on the 
pany's accounts, and after the 30th 
December, when the half-yearly 
takes place, these three clerks do 
out. a fortnight’s overtime. The 
achine will do the whole of the work 
1 about 45 minutes. | 
: Now I do not think this is particu- 
larly striking when we consider what 







































When we rationalize our offices, I- 





t 





lerical Iabou 
link there are certain refl 





ections one 


selves into two parts—the duty of the 
employer, and the duty of the em- 
ployed. As employers we must avoid 
solving the question in the terms of the 
roth century. That is, more machines, 
less work, less men, unemployment and 
poverty. 

We must try to solve our question in 
the terms of the zoth century. That is, 
more machines, less work—more leisure 
and more time to think. Once you get 
a machine to do something which was 
formerly performed by man, man is 
only going to maintain his place by 
using his brains to do the things which 
no machine can ever do and by using 
his spare time to increase his philosophy 
and enterprise. 


Through Machinery Employees 
Should Become More Efficient 


We want to take advantage of the 
opportunities the machine has given us 
not only for more leisure but for abol- 
ishing such anomalies as overtime. We 
all know that in our offices at 3 o'clock 
on a summer afternoon, when business 
is quiet, there may be 80% of the staff 
doing nothing. These conditions are 
going to be still more prevalent when 
Mr. Desborough’s machine comes into 
my office, but I am going to see to it 
that 10% or more of my staff are able 
to get out to play golf. More leisure—- 
that is the answer. 

On the other hand, once the employer 
has fulfilled his obligations to the em- 
ployed, the employed has obligations as 
well. The leisure afforded by the 
machine must not be employed solely 
in picking out possible winners at 
Kempton Park. Nor in the case of 
lady clerks is to be employed in read- 
ing about those neurotic young girls 
who end up by marrying their em- 
ployers. Most of our lady clerks seize 
a novelette and plunge into these golden 


















ng to have > 
hole, and I. | 
hi re | ne imaginative parts—which the ma 
cannot help making. They divide them- 


Offices”, given at the Luncheon Meeting of the Offic 
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WORKING MODELS 
HELP TO SELL THE GOODS 


This working model, made for the Grand Union Canal Company, 
was constructed in less than four weeks by a well-known firm | 
specialising in scale model making. It is 17 feet long by 4 feet _ 
wide and contains g gallons of water specially darkened by a 
chemical process to make it realistic. Part of the model is rural, 
and part is industrial, showing a typical canal-side factory and 
its loading activities. 
of detail into the work, from the gravel paths and telegraph poles 


each end. The water level is automatically changed and regulated 

by a concealed pump and pipes beneath the water level. 
This actual model, scale } inch to the foot, was used by t 
Grand Union Canal Co. at the recent British Industries F 
where the extraordinary amount of attention it drew atr 
demonstrated the power of w 







the time 






parts of their minds—particula 


can never replace. Once the detail 
work has been done for them, there 
should be concentration from a more 
philosophical point of view altogether. 
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Air-Conditioning Makes Your — 
Staff Work Better — 


Now I have only dealt with such. 
things as office machinery, but there 
are other subjects. One of them is ait- 
conditioning. In America, air-condi- 
tioning has already become part of. 
office equipment. It is true that in- 
this country the need for air-condition- 
ing upon ordinary climatic grounds. is 
not so urgent as in some countries, but 
even last year there were, I think, five. 
or six weeks during which the efficiency — 
of our staff was seriously impaired by 
climatic conditions. You cannot per- 
suade me that a man working in a 
humid atmosphere, with beads of sweat. 
on his brow, can do his job as effecte 
ively as a man working in a cool room. 
Nor can people work when they are. 
shivering. | 

Air-conditioning will eliminate fro 
the office, once and for all, noise and 
dirt. In our own offices in this countr 
we are just installing an air-conditionin 
apparatus which will give us a comple 
control of temperature; complete c 
trol of humidity, and complete abse 
of noise, and I expect that the effic 
of our staff will increase very gre 
as a result. This particular subject. o 
air-conditioning is, I believe, goin 
be one of immense importance in thi 
country. Although the subject is ne 
I would implore you to listen to it whe 
someone is trying to sell it to yi 
the most receptive way you ca 
cause I am sure its developme 
going to be the coming thing, — 


























(Extracted from an address, “‘Rationalizati 





Appliance Trades Association of Great Britain. 


Ireland on May 14th, 1934.] iS 


The makers have put a wonderful amount — 








f well — working models to cre 


the product. 
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agreement with the 
ities given by the daily 
‘Thus there is an abso- 
everything issued from 
avoiced out. The pack 
nables the planning de- 
ie compilation of daily 
for each pack, to control 


n of the various kinds of | 


zens, eo etc., so that 


fashion to the purchases, 
cards are punched, one 

l the other of 
Each Gay S 


es of era and a master card 
each ledger total is made for control 


) lerè are Sales and Stock 
— Analysis 
The first set of cards is tabulated also 
yy line nos and sales groups to provide 
the directors with a — sag of 


ook cad — of pales totals fon 


o : the trial | balance: 


Coming to the sales ledgers, we 


find equally striking innovations. No 


monthly balancing in the ordinary 


sense takes place; instead, a carbon 
-~ copy of the statement is used to form 
the current ledger sheet, and each 
~ statement shows not only individual 
orders for the current month but also 
Co aa outstanding | items for preceding 

. months. 

_ punching balance cards from 10,000 


‘This eliminates the need for 


o statements each month to supply the 


“balances b/f’ items; also it provides 
the customer with details of all his 
_ orders for which he has not at that time 


: As cash i is received each day, loose- 
leaf cash-book sheets are typed in trip- 
licate, sho N ing date, customer number, 
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Designed especially for 


the small business 


New DESK MODEL 


* Burroughs man- 
ufacture a complete 
range of Accounting 
Machines ... Adding 
Machines . , Statisti- 


cal Machines...Type- 
writer Billing @ Book- 


BOOKKEEPING 


Convenient . no bigger than a typ 
Portable. . . easily carried 

Fast ..... electrically driven 
Simple... ue it 
Automatic . addition, subtrac 
balances (debit. 
dates J 
Flexible . . . posts ledgers, prepares 


keeping Machines. .. 
Calculating Machines 
. Cash Registering 
Machines... .Correct 
Posture Chairs. 


Inexpensive . 


bookkeeping w handles all 


within the 


BURROUGHS ADDING MACHINE LIMI 
Chesham House, 136 Regent Street, W./ 


Phone: Regent 7061 (Private Branch Exchange) Branches in principal ¢ i 


WALLACE CLARK & COMPANY 


CONSULTING MANAGEMENT ENGINEERS 


Industrial surveys and installa- 

+ tiomof management methods : 

planning, costkeeping, stores- 

keeping, budgetary control, 

executive direction and 
policies 


PARIS NEW YORK a 
| BUSH ROUSE, ALDWYCH, | 


Cu 





In the old days, probably, h 
walked into your bank at the end of 
the half-year, you would have seen 
the clerks working overtime. And had 
you asked for your pass-book, you 
would have had considerable delay. 
To-day, if you ask for your pass-book 
at any time, you can have it in five 
minutes, The staff seldom work over- 
time. me 


Why? Because they have installed 
modern book-keeping methods and 
machines most suitable to their special 
accounting problems: 


Remington Accounting Machines 
and systems are saving pounds for 
many business houses. In your own 
business they would be equally efh- 
cient and labour-saving. We particu- 
larly stress the advantages of the 
Remington “Low Cost” Cross Balanc- 
ing Machine No. 28. It has been 
specially designed to meet the needs 
of the moderate-sized business house 
with a few hundred accounts. If you 
would like to know more about it— 
write or ‘phone for particulars, which 


will place you under no obligation 


whatever. 


mith Premier 


OUNTI NG & 
ADDING MACHINES 


REMINGTON TYPEWRITER CO., LTD. 0 
100 GRACECHURCH STREET, LONDON, E.C.3 


Phone : 
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Chain Link is 

British made and 

“Crapo” gair aniseed. 

When supplied in small mesh allows 

no tomboi ami if barbed at top is 
“NCLIMBABLE. Simply ideal for orchards, 
roads, factories, tennis courts, boundaries, &e. in 
te tel yom Bft.: gin mesh at HVO per 2h-yard roll 


4 paut May we anote yon for other 


Rend tor List N FLL 


INDER & ACHURCH, ETD., 
jrmiashar 3. Londoni S Gi. Mari- 
i MANCHESTER & COVENTRY. 
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SALES 
MANAGERS! 


The National School of Salesganship 
will shortly have a number of really 
efficient, trained salesmen available 
in several areas. Sales Managers 
wishing to get into touch with com- 
petent business getters should apply 
at once, without obligation, for free, 
— introductions, ee 


i to the abit who inserts amounts, } 
and affixes receipts to statements, . 


if a wrong customer number. has 
been entered in the cash-book dis- 
covery is inevitable, because a receipt 
form will have been produced with 
name and address different from any 
in the cash-book and for which the 
cashier will be unable to discover a 
customer’s statement. 

When cash has been agreed the top 
copy is passed for cash cards to be- 
punched. These cards, when tabulated 
and agreed, are sorted and the sales 
ledger debit cards which have been 
cleared by the payment are abstracted 
from the files. When cash does not 
agree with any definite number of 
debits in the file, the girl puts the cash 
card into the tray and makes a note on 
a special list so that the credit clerk 
can investigate before the receipt goe 
out. This is also a final check on the 
correctness of customer O 


Gives Full Ledger History, of. 


w which providet — fall | Tedger ‘histo 
each customer and, since debi 
credit cards should balance 
upon the correctness of the 
work. 

At the end of the month, “the cu 
month’s cards are sorted in 
outstandings for each. ledger read 
the production of the statement. 

The statements after pre O; 
balanced by ledgers, of which ther 
25. Each statement shows the « 
and debit items listed, togeth 
net balance. During preparaticr 
ever, the machine totals the debi 
credits separately so that at the e 
each ledger run grand totals of deb 
and credits are produced for agreer 
with the sales ledger control card 
which have been punched daily. Any 
error so found is localized by this means 
to one ledger. 

The sets of statements are then com 
pleted with name and address from th 
addressing plate, and as both plat 
record and tabulated particulars include 
the customer’s code number a complet 
tie-up is obtained. : 

The originals go to the credit clerk 
the first copies to the traveller for col- 
lection, and the second copies are. filed 
as the ledger. In 14 days the whol 
job is completed and the tabulator: is 
available for sales analysis work. a 


Credit Control is much 
simplified 


Before statements are pested the 
credit clerk goes through them, and 
according to the length of time ite 
are > outstanding decides what colle 

etters. shall accompany them. — 

> mumbers and dates of 
entered on the ¢ 
ence card, SO t 





has stopped the orice 
f cash a special “refer 


card The moment 

C i the * withdra wing 
I air cards then refers the whole 
: e cards to the credit clerk, who 


ich he —— 
time-wasting reference 
s is avoided. 


. HOUR WEEK 
Rejected 


Bis ontinued from page 9.) 


these production costs no account 
been taken of capital charges, 
ends, debenture interests, interest 

it can be seen that 


the years 1923 and 


nee have absorbed 
“it increase, 
cts show that the 
ry an added burden 
the Unions suggest 
he cost of reduced 
b less then could it 
ed cost which is 
e very much in 


They a assume hat output time qT 


will be reduced. Perhaps in a 
me shop gross output 
mé because of additional 

ed there was addi- 


ring shops are not, 
eked on these lines. 


generally im : 

must be carried. — the indi- 

vidual who starts them. In a job of 
1 takes, Say, four weeks, 


: Apart from the cost, 
jmagine the effect 

thes there l ‘ 
: Manufacturers A lave: a huge capital 
ocked upin plant and equipment. Some 
83 per cent of the annual average turn- 
over of the industry is invested in this 
wav. This money must be so invested 
to provide workpeople with the means 
_of production. [fit is worked 47 hours, 
bviously the industry gets more value 
t of it-than if it is worked only 40 
hours. Reserves have to be built up 
o meet repairs and replacements, but 
as production costs would be increased 


urs week, there would. ate 


TO ANY 
BUSINESS 


During those rush moments when 
you require to be in ten places at 
once, that is when the DICTOGRAPH 
system of house telephones will 
prove your most helpful, rapid and 
efficient assistant.” Not only then, 
but at all times this unique instru- 
ment will truly be an asset to your 
organization. 


IN TERCOMMUNICATING~ 
AUTOMATIC -LOUD-SPEAK. 
ING—The Dictograph Tele- 
phone System enables you— 
as Principal—by the merest 
flick of the key~—to 


1. Get through instantly 
to any departmental member of your 
organization, without turning a dial, 
calling Exchange, holding an ear- 
piece, or speaking into an insanitary 
mouthpiece. 


2. Taik naturally to him, 
without raising your voice and with- 
out moving from your seat or even 
from your usual attitude. 


3. Hold a Conferen: 
between several of your depart- 
mental “heads” without anyon 
leaving his department “leadertes on 


4. Hear their replie 
through a loudspeaker ; 

as if they were standing 

if you wish your replies to 
own ear only, an earpiece 


5. Retain both hand free 


talk, or even walk about 
or dictate your letters: 


. Secure rig 
in a polite manner ove 
versations | between 


will cost you no ing: 

We give free demonstrat 
own premises without 
E 


DICTOGRAPH TELEPHONES LI 
—— 


London Sales Office: ABBEY HOUSE, WESTMINSTER, SW. i 
Telephone: VICTORIA 2714 {3 Hnes) 


BRANCHES LONDON, MANCHESTER, BIRMINGHAM, GLASGOW, ‘DUBLIN 
BELFAST, LEEDS, BRISTOL, NEWCASTLE, CORK, Etc, : 


(PPTA ASAA ghee Nd Adrenal A ——— — 


— tN Lard vir nity hen abet aah n — —* yuen aiana 


BRISKER BUSINESS 
| e e — 
advise you on improved equipment for Time Chec anto 


is the natural 


meet your needs. 


outcome of a cheerful Budget, : 


Increased punctuality and reduction of 2 


waste time is essential to promote efficiency and redu 


overheads. 
machines. 


Let us send Catalogues of these: — made 


_ GLEDHILL-BROOK TIME RECORDE 2S 
— 38 —— Works | RS 











the Friendly Societies Act} 


* 
+s 


| The Ideal 
























makes provision for 

SICKNESS 
ACCIDENT 

OLD AGE 








-at unequalled terms. 


to sy years of age. 


or 2d a day a Youth joining at 
ears of fage and completing 
ership until 65, will 
thes sum of not less than 
in addition to which he 
have been covered for #1 
-per week when ill. 


. = ACTIVITIES : 
House Purchase 


- Business and Professional Men's 
Section 


Ideal Bank, Limited 
 beife Assurance 
National Health Insurance 

Special Works Scheme 


© 


| Enquiries addressed ta: 
The General Secretary 
se IDEAL BENEFIT SOCIETY 


IDEAL BENEFIT SOCIE T 


(Rounded 1893, Reghterod indar © 





| Benefit Society 
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| very employer knows how much a 















KEEP EVERYBODY HAPPY 
How to Calculate 
Fair Bonus Payment 
By E. A. BALLARD 










, Jones 25 /- per week. 
bonus at Christmas or holiday time Robinson 30/- _,, a 
is appreciated by his staff. He knows Brown 35/- o n 
that nothing puts them in a happier Black £2 i M 
frame of mind, or gives them greater White {2 a i3 
zest to serve him to the best of their Green £3 7 7 
ability. But he also knows that unless Gray #3 108. ,, 
careful thought is given to its distribu- . 
tion disaffection is likely to arise, cer- {16 58.. 


tain members of the staff feeling that 
they are entitled to more than certain 
other members. That’s human nature. 

The most popular means of allocating 
the amount set aside is to give so much 
for each year of service. But that is a 
bad method because it means that the 
careless clerk who has managed to cling 


Fifty pounds must: ‘now | 
the total amount of mon yo 
total number of years. Thi 
£3 18. 6d. to be given for 
earned and /2 for each years 6 
Thus the individual bonus 
would then be as follows: 





to his job somehow for five or six years, Name Ability Loyalty 
gets more than the brilliant young sales- Smith 3 iis — A A 
man who has only been with the com- Jones £3 16 10 i6 
pany a year but who has given his job Robinson {4 12 3 {6 
everything that is in him during the Brown 45 7 7 {2 
period. Yet it is difficult to take each Black {6 3.0 fio 
case individually and to grade the White {6 3 © 18 
amounts according to what each man Green fo 4 6 {ro 
is worth, Gray fo 115 3 f4 
It is possible, however, to arrive at ee 
something like the worth of the f 2 
individual, by taking both ability and £49 19 3 450 ao 
loyalty into consideration, Ability must These figures, of course, have just — 


be judged by the amount of salary paid 
per week. Thus, the man earning {4 
can be taken as being twice as able as 
he who only earns fz. Loyalty is 
governed by the years served. 

To arrive at the exact afmount that 
each member of the staff is*to receive, 
the employer must first decide on the 
total amount that he is prepared to dis- 
tribute and divide this by two. For 

the sake of easy calculation we will say 
that the total amount is to be froo. 
Divided by two this ae him two less ability 
amounts of 30. 

= Next he must lig st his staff with their. qg + as 
salaries and years ‘of service as under: pas ene 


been taken at random. It is unlikely _ 
that so large an amount as {roo would 
be available for division amongst a staf _ 
of eight. But the fairness of the method _ 
is apparent. The clerk, Black, who has 

drifted along for five years still earning 
his {2 a week, gets less than Green who - 
has been with the company as long but. - 
has earned more money by his greater) 
ability. Brown. who has only been _ 
employed for a year gets abdut the same 
as Smith with double the service but ae 













dvantage of this 
Ourages the newco 
p the old stagers. A 
us leave one or ano 












uld much improve 
é rsonal value by a 


se questions. “But do 
iwer or the little 


: ness value of —— 
urself generally : — 


the big, important 
dle about with unim- 


customers and to or — 
r trade as well? 


yra, Old Sales Argu- 


on price n 
od Value’, ‘A Bar- 
— groda — 


f every line right 
or have I money 


3 Are All My Risks Covered by 


ane I one day be caught badly in 
expenses I did not dream would 
involve me? _ wiy not discuss it with 
y local agent? i 


SHI Entered My Own Shop as 
a Customer How Would It 
=- Impress Me? | 
=- Would it please or depress me, the 
- lighting, layout, comfort, courtesy, con- 
_ venience? Are the goods easy to see, 
_ to examine and to buy? Are my 

šistants helpful or merely automa- 

ns? When I go out of it again do I 
carry. the impression: ‘‘That’s a nice 
shop, E i go there a again?” 


Do! Re-act to a Bad Day? 


grouse — about it- stant 


| Scissors 


ese days of — : 


Is a clumsy job at the best. 
Scissors will not work like 
a screw-driver. 

In the same way in- 
adequate inferior office 
furniture will not work 
like uniform equipment 
made for its job. 


-There’s money for you in 


that thought. Let us 
develop it for you. 


Send a card for 

this free Booklet 

507—a_ treatise 
on office efficiency. 


Booklet FREE 
o. by return. 


Standardized Oi 
imperial House, 15-1 
London, W. 


Birmingham, Bristol, Glasgow, Li 
Manchester, — E and Cai 


) from every enquiry thate come: 
into your firm and from every name 


on the books, by accurate sales 
records and inexpensive, mailing-— 
that is the job your office-boy or . 


typists can do—-with the A.1, * 


This modern method j incorporates a 
complete sales record with a per- 
manent address stencil—ensuring 
100% accuracy; adaptable t e 





of their popularity as public enter- 
 taimment, it was inevitable that the 
same medium should also be used by 


| enterprising firms as a. supplementary 


Cuplele 


LEDGER INDEX 
& LOO SHEETS 


MAE FROM THAT “FAG TORY-IN-THE -RELDS" 


/O 


ORD - ON - AVON 
WILTS 


NO 

MORE 

DISPUTES 
PAY DAY 


USINESS houses are eliminating an- 


by employing 


-pleasant wage disputes 
NEW PAY 


" LANCASTER'’S 


Yet LANCASTER pay wallets are with 
practice speedier than the ordinary trans- 
parent envelope because notes need not 
be folded. 
ane Free sample Wallets 
and Prices on request, 


“ANCASTER BROS. & CO. 


selected 


means of propaganda, — 


No great technical difficulties lay in the 
way of producing these silent publicity 
films, and as a consequence they appeared 
in great numbers. 

When sound films came along and com- 
pletely monopolized the market, the 
problem for the business man who wanted 
to make use of films was made vastly 
more difficult. 

Not only was the production of sound 
films quite beyond the capabilities, both 
in cost and technique, of anyone but the 
expert producer, but the public as well 
had conceived a dislike for the practice of 
insinuating propaganda films of any sort 
into programmes of entertainment. 

An entirely new method of dealing with 
this question of publicity films was there- 
fore developed. 

First, because none but experts could 
properly produce commercial sound films, 
there arose new specialists for this pur- 
pose, 

Secondly, because the public did not 
react well to the old practice of squéezing 


| commercial (advertising) films into their 
was | 


entertainment programmes, there 
created the non-theatrical sound film, 
Briefly, the procedure, which is one of 
the latest services to business concerns, is 
as follows :— 
For any business wants a 


man who 


| publicity film the manufacturers of sound 


film apparatus are prepared to draw up 


| Suitable scenarios and give advice gener- | 


ally in regard to the film. 


Production is in the Hands 
of Experts 

The apparatus manufacturers, however, 
do not themselves make the actual film. 
This job they hand over to a proper pro- 
ducer to complete, though maintaining 
with the producer a continuous contact in 
order to watch the client’s interests in 
every way, 

When the film is made and approved 
by the client, the apparatus manufacturer 
again steps in and hands the film to one 
or more of its agents for distribution, 

There are sixteen of these agents, one 
in each of the areas in which the country 
has been divided for the purposes of 
distribution. | i 

These agents attend to every local 
detail. They are in touch with all the 
clubs and societies in their territory which 
are likely to be interested in films, and 
they know exactly how to reach the type 
of audience in which the firm exhibiting 
the film is interested. Programmes are 
arranged centrally, so that the advertise- 
ment is given what might well be termed 
adequate cinematic lay-ouj, and the 
agents can judge with fair accuracy the 
results likely to be attained from the 
exhibition of any film, for they have 
acquired much valuable data in their 
activities. up to: date. ocene a aou 

A film advertising a famous brand of 
cheap cigarettes, for instance, has been 
shown to working men’s clubs all over the 


re at the height | 


Customers are pleased when goods. 
arrive in GUELPH Casks, for they. 
find them in perfect condition, 
unaffected by the journey. Strength 
and elasticity are assured by the 
special construction of GUELPH 
Casks, and in the 400 sizes there 
is one to meet almost any packing 
requirement. Ask fora quotation. 


Co. Ltd. 


West Ferry Road 
Millwall, London, E.14 
Telephone: EAST 0279. 


Also at MANCHESTER, 
& ScoTstown, OvEBECc, 
CANADA 


heading pull i 
weight? os 


T ARRIVES unheralded—perhaps uninvited 
Just a letter—and one of many.” But . 
as much your representative as your si 

salesman, if 


lt must carry your message—~AND ‘imply - 
the high status of your organization. — 
must indicate your ability to fulfil the tru 
with which you hope to be invested: 


just a sheet of paper, but it may be standi g 
between you and more orders, See that _ 
yours is not letting you down. —— 


BSE 


@ We are specialists in the 
design and printing of Letter oe 


— Headings. May ye advise you pees 


country, while another dealing with the po : a 


manufacture and performance of one 
‘the most. expensive makes of motor- 


ias been shown in motor showroor 
audiences of customers 


PS. (Continued on page AQ) = 





Control ‘Through otties | 
s Workman, B. Se. : 


m. of business control 
_ office methods, des- 
Ok, consists of a com- 
and methods. governed 
ciples of ‘design. and 

. The book is written 

language, and the 
ntly general to apply 
mning and wholesale 


ork in reorganizing the 

à wide variety of works and 
he work was conducted in 
ings of all sizes, and covered a 
industries. It included 

3 as finance, account- 

, production methods, 

d office planning, and the 
- Office routine. The wide 
gained resulted in the 

the system, and it has 
ractical test to give 

© control of every 

ess. It can be installed 
xpense, and operates 
economy in stafi 


ows the details. of 


fits installation. It comix 


with ece nomy” of operation, 


accountants, 
ntal managers and 
s the general public 
? are T in mind. 


i Plummer, B.Litt., 

tc. (Pitman, 7s. 6d.) 
is “the result -of wide 
Tt ‘breaks new ground in 
onomic > considerations. Dr. Plummer 
als with the economic principles 
nvolved in the formation of inter- 
tional trade combines, and shows why 
ey have become an important factor 
‘modern industry. He also traces the 
_ historical development of these alliances, 
discussing in detail the combines made 

ce 1828. 7 

The production of this work occa- 
toned © most: ‘vigorous: research into 


ts of the — History of the 
movement, types of international com- 
bines, aids and incentives to formation, 
obstacles, tariffs, tendencies and future 
prospects, are only a few of the matters 
with which it deals. The complete 
work, we think, represents one of the 
most scholarly and comprehensive books 
available on this topic. 


Australia as Producer and Trader 1920- | 


1932, by Nancy Windett. (Oxford 
University Press, 15s.) 

The author traces the development, 
during the fateful post-war years, of 
Australia’s main primary and secondary 
industries against the extensive back- 
ground of Pacific trade, and the still 
wider background of British Imperial 
and world economic conditions and rela- 
tions. She examines in detail the com- 
petitive position of these industries in 
relation to those of other countries, and 
discusses future prospects of expansion. 

The chapters on the principal manu- 
facturing industries are designed to 
show the effect of changes in the 
customs tariff and local conditions of 
production upon such factors as output, 
consumption, and prices; trade with 
Great Britain and other countries; the 
competitive position of the primary 
industries; and the present economic 
situation in Australia. 

(To be followed by vores on 


jes Canada and New Zealand. ) 


_ Sales Managers’ and Population Map 
of Great Britain. (Geographia, cloth 
mounted with roller and slip, 45s.; 
mounted on wood, framed in oak 63s.). 
Britain’s population i is moving; the last 
census shows considerable changes. 
Every sales manager or sales organizer 
should make himself acquainted with 
this new distribution of population, as 
it means that representatives’ territories 
and agents’ areas need revision. 

Sales managers of to-day want to 
know the populations each of their 
territories embrace and make their 
arrangements accordingly. These maps 
provide these vital facts. 

Cost and Production Handbook, Edited 
by L. P. Alford, M.E., Dr.Eng. 
(Machinery Publishing Co., Ltd., 35s.) 

In the 1,500 pages of this most com- 
prehensive book there is practical 
information on almost every phase of 
industrial operation. It is the first 
major work to combine the two all- 
essential asBects of cost and production 
which: merge them the single objective 
of producing a product to a cost. 
Everything presented is based on 
actuality and 
of _ Tepresentative companies and the 

f ` 


is from the practice | 


By E. W. — B Se. l 


o This book describes a carelally | 
system of office organization method ; 


of a — It has been —— 
stringent specification of effici teney 


| installed at littie expense in all ? 


types of businesses, N4 pages, 4 £ 


Order from 
seller, or dir 


PRINTING OUTF 


These Outfits meet 
increasing demand 
simple and efficient a 
atus by which the i 
novice is able to p 
the most ARTISTI T 


The “ECONASIGN” — 


Dept. B 

92 Victoria Street 
London S.W.! | 
Telephone VICTORIA * : 


ADVERTISING PENCILS / 
GIVE EFFECTIVE AND ->F 
ECONOMICAL PUBLICITY, 


11/6 per Gross (5 Gross lots). 
Write for free Samples and Prices ee 


JOHN MURRAY, 


40a, CORN MARKET, DE BY. a 


ccessinl executives and ik 































“Robins” 
for Records 


records. 


Instant reference can be made to 
any leaf. 

Any indexing may be used. 

“Dead” leaves can quickly be 
replaced with fresh ones. 


76 ani : : Easy t dle—i nsive t 
‘The unique green blotting with e tat, handle—inexpensive to 


a big price saving 





days’ approval, for 9/6 post free. 


Ask for our catalogue of looseleaf books 
and office equipment 


ASTER BROS. & CO. 
_.. Envelope Specialists 
Shadwell Street, Birmingham 4 






LINCOLN 
























250 -17/6 
500 - 29/- 
1000 - 52/6 


REAL PHOTO 
POSTCARDS 


Reproduced from any Photograph Drawing 
or Sketch 


Photo Business Cards ~ 2590-34 x 24 Hb- 
All styles and sizes of Photo Printing quoted 
for. Send for Bookler “Real Photographs 


B. MARSHALL Photcsrsenic 
NOTTINGHAM 


LONDON OFFICE: EXCEL HOUSE 
WHITCOMB ST.~-Phone: Whitehall 2606 





USE THIS If you desire information from 
4 a i * bog * 
COUPON the Editor or from Advertisers 
| To BUSINESS Service Department, 6 Carmelite Street, E.C.4 

Please send, without obligation, more information in connection with advertisement 
© for advertisements} in the JUNE, 1934, issue of BUSINESS numbered below. 


ile AA Se NR rT Sen Sena Se A MRK SO NOI RT RS CRI D 





































EE EEA MEN OHNE EE SHER E EEE ARE EER REESE KREME E EE NE ee eee ee AS Pere es) 


2 


5 eee eee eee eee eee eee eee eee ee eS ee 


BFE RAMEE KE ENEMA EE RR ERO REED AR EEE BA 







The “ROBIN” Looseleaf Book System 
is the ideal method of keeping business 


a 173 x 224 Shall we send you a ee Book 
} Ream 6/6, 4 Ream 12/-, 1 Ream 23/- ics ble 
© Carriage Paid One “ROBIN” Looseleaf Book with A-Z 


index and 200 leaves ruled stock record, 
feint, cash or double ledger, sent on seven 


J.W. Ruddock & Sons 


and at 3 Old Jewry, London, E.C.2 


for all trades”, Trade Enquiries Soſicited. 
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| well do to begin with. Another interest 
f | ing feature is the account of Nom 
| relations with his staff. | 


-Service 
ed from page 









(Continu 


prospects who were only admitted on- 
production of a special invitation € 
issued by the exhibiting firm. — 
In each case there was a complete pr 
gramme; the former took the form of a | 
few sound cartoons, a straight advertise- _ 
ment film, and a ‘‘thriller’’, in which the 
advertisement motif was worked with 
great subtlety, and in the latter case, a 
highly-sophisticated film with Lady Tree 
in the main role was exhibited. In both — | 
cases the films were technically excellent; _ 
and double projectors were used, so that = 
there should be no waiting while the —— 
change was being made from one reel too — 
the next. Professional efficiency was. 
maintained throughout, a fact which. 
counts for everything if the effectiveness: 
of a commercial film is to be put over, 0 0. 
The advantages of this type of adver- o 
tisement are obvious. First, is the fact 
that the film can be suited to the 
audience; next, the audience is selected, — 
and those people who are good prospects. 
are alone catered for. Finally, and most - 
important, the audience is obliged by the 
very nature of the exhibition to concen- 
trate on the advertisement, while at the 
same time the presentation of a really 
efficient cinema show appeals to that most 
deep-rooted of human failings, the des 
to get something for nothing; and in thi 
way, even though actual sales may not b 
immediately increased, a  tremendov 
volume of goodwill is gradually built uy 
by the exhibiting firm. oe 


— — 


NEW BOOKS | 
(Continued from page 39) — | 


The Six Laws of Business Success, 
Herbert N. Casson. (Efficiency M 
zine, 58.) Das 

By taking as a basis Darw # 
book “The Origin of Species, 
Casson has turned out a novel co 
tion to the business man’s library. F 
points out that the same laws that mad 
plants and animals survive are operating 
in the business world to-day. ‘There are — 
certain causes that make a business _ 
succeed, ee 













































The Nine Magazines of Kodansha, The __ 
Autobiography of a Japanese Publisher, 
by Seiji Noma. (Methuen & Co. 
ios. 6d.) eA, 

At a time when the world is curious —— 
about modern Japan, the autobiography 
of Seiji Noma comes of special value. | 
Noma occupies a front position in the 
field of publishing in the Far East— 
his magazines have more than a million 
circulation apiece and he also directs a _ 
daily paper. Book One deals with _ 
Noma’s youth, before he entered the — 
publishing field, and from the point of | 
view of readers who are more interested | 
in publishiffg and the conditions of 
commercial success Book Two might 
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RDICT OF 
INESS MEN 


ERE are some important 
companies who have used 


THE DICTAPHONE 
over a number of years. . 





ARDATH TOBACCO CO. 
CADBURY BROS. 


COTY (perfumers) 





CHIVERS (Jams) 





‘=u 


——— e J. & P. COATS 
SIMPLICITY Eiin 
CONVENIENCE & ECONOMY 


are the constant aim of every business firm. The Dictaphone Win. adita a 
is as simple as the telephone, and as easy to use. It is (Vi 

h it : yella) 
convenient because it is always instantly ready to record 
anything you wish to dictate, and it is economical because JOBLING & CO.(Pyrex Glass) 
it will save YOU an hour a day and halve the cost of typing 
evety word dictated in your office. Shorthand-typing costs KLEEN-E-ZEE BRUSH CO. 
twice as much as Dictaphone dictation. That is a fact you 
can prove for yourself by making a free test of 


HARRODS 


J*LYONS & CO. 








TH (REG. U.K. & JAMES PASCALL 
ABROAD) 
è PEAK FREAN & CO. 
ICTAPNOME ~=- 
You owe it to yourself, in these days of strenuous competition, J. WIX & SONS (Kensitas) |- 
to find out just how The Dictaphone will help you by giving n 
you more time to do work yow must do. That, after all, is WARING & GILLOW 


the secret of the real efficiency of the dictating machine: it 


doubles the executive capacity to get things done. F. W. WOOLWORTH & CO. 


Write to-day for . 
“p 99 : a re 
rogress the new illustrated portfolio, | Post this COUPON NOW 
which will tell you all about The Dictaphone, FREE on application | ° Please send me Free Copy of 
° “Progress” 


THE DICTAPHONE C2 L? ™*OMAS,21x°™ | 
KINGSWAY HOUSE, KINGSWAY, LONDON, W.C.2 


and at MANCHESTER, BIRMINGHAM, BRISTOL, LIVERPOOL, GLASGOW, LEEDS, Address e. 
ieee iss, aa — 
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INVISIBLE—yet present 


HE finest method of internal communication ... . 

flick a key in the privacy of your office, speak, 
and your man replies by loudspeaker. 
This is the ERICSSON LOUD SPEAKER TELE- 
PHONE SYSTEM. No misunderstandings, repe- 
titions, wrong decisions—conversation natural, clear, 
and free from strain. Here are the distinctive ad- 
vantages of the Ericsson system: 


1 You canget anydepartment 2 
* without dialing, calling 
switchboard, holding earpiece 
or speaking into mouthpiece. 
3 Hold conference without 4. If necessary, loud speaker 
* single executive out of his can be switched off so that 


Hear replies ALOUD— 
* keeping hand free for 
desk work. 


department. self only need hear replies. 
5 Right of way over other 
* conversations. 6. FULL SECRECY 


CAN YOU AFFORD TO BE WITHOUT THESE 
CONVENIENCES AND ADVANTAGES? 


Ask for par- 
ticulars of 
moderate 
RENTAL- 
MAINTEN- 
ANCE or 
make appoint- 
ment for a free 
demonstration. 
at your own 
address. 





MASTER STATION 


ERICSSON TELEPHONES LTD. ° 
67-73, KINGSWAY, LONDON, W.C.2 


Telephone : 
HOLborn 3271-2-3 






LOUD SPEAKING, INTER-COM- 
MUNICATION TELEPHONES 








“BIZADA” is the original British Visible System, and 
has been on the market 21 years. As manufacturers 
selling direct to users, we have learned to anticipate the 
public's requirements. Our experience costs you 
nothing. May we help you? 


I. ACCOUNTS DEPARTMENT. To keep better and quicker 
ledger records. 


2. Works Orrice. Control of stocks by means of visible 
indicators. 


3- SALES DEPARTMENT. Customers who are not ordering 
kept constantly under notice. 


Write for further particulars. No obligation—obviously, 


CARTER-PARRATT Lid. 


Abbey House, VICTORIA ST. 


S.W.1 
Phone: Victoria 1045-1046 





Works: Wickford and Bath 


— — 

















SS PONE ———— 


What is 
SORTER GRAF? 


SORTER GRAF is a device which 
solves the problem of fast and accu- 
rate sorting of all office papers— 
letters, sales’ documents, invoices, 
accounts, receipts, delivery notes, 
etc.—by employing the principle of 
FEWER HANDLINGS. 


SORTER GRAF eliminates routine 
losses. 


....... and that’s why 
these well-known firms use 
the SORTER GRAF system of 


sorting office papers ..... 





Boots Pure Drug Co., Ltd. 
. Carreras Limited 
We will gladly submit a Harrods Limited 
written sorting procedure, W., & R, Jacob & Co. (Liverpool) Ltd. 
applicable to your busi- Rowntree & Co. Ltd., York 
ness, without obligation. Selfridge & Co., Ltd. 
T h Joseph Terry & Sons, Btd., York 
e 


SORTER GRAF CO. 


Bush House, 


Aldwych, London, W.C.2 
"Plone: Temple Bar 1471 


(6 SRE TR C 7U PR ER IIS EN Es ET 


v OUS 7 Times HAVE BEEN “INCORPORATED : ED: — 
F COMMERCE,” “MODERN BUSINESS,” 
ORGANISATION AND MANAGEMENT." 


Contents For JULY E = : 


Do You Use PLANNED Maintenance to Cut Costs? 


These IDEAS Save Time for Our Executives - - From é Progessive B nesses 
How to Keep Balanced Finance - - ty R. F. SHEPPARD, ACÀ., A 


Make the Man Responsible then LET HIM ALONE by G.J. ALLDAY, F. LMM. 
Managing Director : Weybridge Avtomobi 


How's Business? - = = - > - The Trend of Tra 
The Broader View ” á S ` by ROBERT R. UP. 


Do Your Decisions Help Your Subordinates ? i - by L 
National Institute of Inda tric 


This Company Neither BUYS Nor SELLS - “ by E. 

l General Manager: EML 
There’s NEW Business in these New Products =- - ~- Eleven Good 
National BRANDS Cramp My Style - - = -— = a 
How We Launched a New Tobacco ~ = = ) 


That Problem of TAX Allowance on Pliant 
c Welfare DOES Pay - - č ~ - 
A Penny-a-Day Sick Benefit Scheme - 
An Electrical. Hot-Air Hand Dryer - 


One-Machine Accounting for The Smaller Firms - 


Five IDEAS From a Busy Office - -~ - 
Can You Use the CONFERENCE-by-Phone Plan ? ? 
New BOOKS for the Business Man - =- -~ 


: eS Published by Shaw Publishing Co. Ltd., 6, Carmelite St., London, E.C.4. Telephone: Cents 
‘Subscription rates:—15/- a year post free, United Kingdom and Continent; 20/- a year post free, Overseas. Single copies 
is pomt free. — United Kingdom and Continent; 1/6 Overseas. All rights of translation and epo — reaery 1, 


- Well-tailored clothes are always worthy 


of the highest grade LININGS— 
Ask your Tailor to use only 


n “ COURTINE” 
LINING s 
„woven by — 


The name is on 
the. — — 





| to your own typewriter, and accommodating 
Ecry CONTINUOUS STATIONERY, your operator 
is enabled to produce almost twice the amount 
| of work through the convenience and speed of 
| operation afforded by this inexpensive device. 
| All unproductive effort is eliminated, the 
| carbons and forms are fed automatically in 

 Tegistration into the writer platen. 
| Made to fit all standard makes of typewriters 
| and accounting machines, it snaps on or off in 
| ‘a second, thus the machine may be used for 
| ordinary purposes one moment, and converted 
į into a Billing machine the next, for handling 
_ Invoice, Delivery Note, Works Order and other 

- multiple sets of forms. 


ith an EGRY SPEED EE »-FEED attachment fitted O | N 


I Ask also for particulars of the 
— EGRY MANIFOLDING REGISTER 
— FOR HAND-WRITT EN FORMS 


3RY Lop. 


MARPLE WAY, ACTON, LONDON, W.3 


_ TELEPHONES: TELEGRAMS : 


Epherds Bush 3377 (3 lines) EALUX, LONDON 


€ AES 


ASS" SPECIAL OFFER! 


Two first-class products at the price of one. Two RIKARBON | 
Superfine Typewriter Ribbons and one hundred sheets of 
high-grade RIKARBON Typewriter Carbon Paper at the 
special price of only 7/6 post free—and satisfaction uncondition- 

ally guaranteed. Here is ano portunity you should not miss. We 

are making this offer, for a limited period only, to introduce to 7 
more business houses the popular RIKARBON Typewriter Ribbons ae 
and Carbons. Post your order with remittance, TO-NIGHT. || 


on Typewriter Ribbon Spools R i K A R B O N : : 


Used Typewriter spools represent about one quarter of the cost of Type- : 
writer ribbons, Write for a copy of our 24-pp. booklet which 28 VICTORIA STRE ET | 


describes how you can turn Jour spools to good account. It’s free. LONDON : S.W.1 


, | * + | + | | | 
If you desire information from of 
the Editor or from Advertisers 


; STA eS om — — — — — — —. 


— — — — — — — — — — — — ————— 


|| To BUSINESS Service Department, 6 Carmelite Street, EC4 o 
|. Please send, without obligation, more information in connection with advertisement 
for advertisements) in the July, 1934, issue of BUSINESS numbered below. 


— — —— Te A 


o LC Numit s (see Index opposite). 


— —— — — — — — ——— i'l it’ ceca” 





INKO 


for general | 


office use | : 


je ALAARA INAALALA AEn a arora Mr TOMASI SAHA OH rhb Sone 
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OBTAINED THROUGH THE ANNOUNCEMEN 
THE ADVERTISEMENT PAGES IN THIS IS 


PAGE 


ELECTRIC CLOCKS OFFICE PRINTER ) — 
{16} Smith’s English Clocks Ltd. 18 (3x) Asscsenog een Moltgfaph Powers-Samas Account 

Ltd. (Multilith) ua Machines Lads ih in 

FACTORY EQUIPMENT ao ia ee Agency | 
(x7) Burdick Mig. —— Go L. oe — 
(Humatagraph) ... * 
PACKING SUPPLIES 48) Ericsson Telephones Ag 

FACTORY SITES (33) Guelph Patent Cask Co. Ltd. 46) Siemens Bro 


. {x8) Birmingham 
a FILES & FILING SYSTEMS (34) Marshall & Co. Ltd. 
a a S Shannen Ltd. — 

INSURANCE (33) Bell, J. & H., Ltd 


{21}. Ideal Benefit Building Society 34 PRINTING MACHINES 


: 6) Kaye's Rotaprint E 
LOOSE LEAF LEDGERS, ETC. —— 
2 Ledger Co. mee 42 (37) Lang Clayden ‘Lid. 
23) — — Sales) ia. an 7 
; #) Ruddocks, Jincaln — we 39 PUBLISHERS 


"MAGAZINES & NEWSPAPERS Sey, ae Ae 
{os} Punch č ue ee Cover d (39) Shaw Publishing Co. Ltd. 


(26) Clark, Wallace, & Company 36 - ; uo) — Pures Ltt, Cover dè 


— 
a MANIVOLDING REGISTERS SHOWCARD WRITING fea} Karde P 
Dictaphone Co. Lid —— 1 qey) Egry Ltd. ua — ds {41} Econasign Co. Lid, ... oe — 
Ediphone Voice Writing ww 6 


2 MEN'S WEAR 
_ DUPLICATING & PRINTING (28) Courtauld’s Lid... A | 
$ (42) Lancaster Bros. & Co. 


(t4) Address h-Multigraph 
‘Os Lid. (Multiith) 23 OFFICE FURNITURE 


woot Ka S Rota e Agency 29) Osda Ltd. _. sige i STUD 57 Parker. Winder & A burch 
ae : 2 Da pens B {29} Shannon Ltd. — T {43) Crichton Studios Ltd. Ltd. 


_ LARGEST AND MOST UP-TO-DATE CYCLE PARK OF ITS KIND iN GREAT BR 
a, -Installed by Constructors at Ford Co.’s Works, Dagenham. Accommodates several thousand 


a Constructors’ All-Steel patented Cycle Parks 
: to-day are avaranle i in a range of models to meet every need. 


ty : Boot. in ia which each cycle occupies a space equivalent to the width of 
— 2 — Lé, about six inches. 












“MORRIS COMMERCIAL 
CARS LTD., BIRMINGHAM 





“Big Mileage? Of course... 
with Morris Commercial!” 


SPEED WITH ORDER 
MORRIS | In the vigorous, thriving 
MOTORS | Commercial Vehicle Industry 

LTD. there is no dead weight of 










and their | tradition to halt progress. 
Associated | The new is the normal ; : 
Companies | just as the latest, most “sci 
now use tific methods are essentia 
more than | Production, so is Ediphone 

50 Voice Writing to Administra- 
Ediphones | tion. Above: Some of the Staff of 


MORRIS COMMERCIAL CARS LTD. 


using Ediphones to reduce correspondence _ 
and routine work to the minimum, thus — 
gaining more time for Executivé work. 


Write for particulars to THOS. A. EDISON, LTD., | 
Victoria House, Southampton Row, LONDON, W.C.4 


For Sale outright Oron Renta/ Branches and Dealers in all principal Cities, | 
WRITE TO 


RELAY AUTOMATIC TELEPHONE SECTION 
SIEMENS BROTHERS & CO [To 
38-39 UPPER THAMES ST, LONDON EC4 

TELEPHONE * CENTRAL 2332 





Telephone : + CENTRAL 2372 « 
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t -This is a subject much neglected | ance departr 
less. real—between the actual cre- | -by higher Executives who think a kow r mey 


ative and productive departments, and. |. y 
ihe maintenance services. This antag- it sufficient to leave the respon 


pnism arises because on the one hand. sibility with foreman and works = ‘bey ey dace : done 
e people believe that work >| managers. Yet this. scheme of : —— 


done by © e maintenance shop is awwaya < cutting costs by PREVENTING - 3 — — "> 7 ve : : — — _ 8 
Cried t too late, while the mainten- | — break - downs and hold - ups : a 


ance p oP eel that the productive de- | should be PLANNED AND 


a ae their equipment, and CiN er | 
ect until the last moment 8 UPERVISED FROM THE TOP. 


maintenance services. By EE fcned of E the — 
— the very existence | ou | F =| specific job : 
: e department repre ee {LES F A 4 tenance | chief m 
— oti est a nec piece 3 7 — -greater responsibi 


ae 





sible to — the start « on 
jobs in order to conform wit 
ing system. Urgent work 

s be Ent under may at one 


ans sehen u e 
of doing the work, prej 


and providing for the 
of the work by re: 


tions hop t that — an n 
i — — seem exactly 


| — — fo 
do the job is readily s 


U That Repair 
NISHED? |. 


; F ———— atonement o to tt bl} at once and finished late, is substi 

— te id EE ees T TE 2 oe ae a — a an orderly flow, K 
— e S u an | is ike Nau RE Deeg we care es ga a pe DE ` pleted i in the minimum time. The plan 
pe — cos eae ake pa: tj. ning is done on a single layout che 
ee re es ee ee | | aS ; See fig. 2. 3 

: — ne —— Mhen a true rush order then arrives 

PLANE ER Oj po EREDO DA SOL OR — PEP orae oat planning of the other orders is 
cone i: Ss Be ag | : 7 H el : ey — ae wee oF — x “paet On the — a brief at 





people — represer it 

public who are our ¢ 

this form of test we 

quickly been able to « 

can alter and improve 

our customers as our st 

to discover all the ‘sr. 

S — és! to suggest improvements 

“hai nan of a Famous : eo scale of awards for every 
otor-car Manufactory. YS i 1 F i suggested by the staff and 


Lis 


i be ae eek e sent a copy, with inst: uc tions 
before 6.45 p.m. In- to study “if and thus become better 
viento ape et E equipped to deal with customers’ and 
prospects’ objections. 
“Within 
telling us the 
of the best s 


-tł executives 
throughout the 
ning their letters until 

at the day, thus con- 

troom. We instituted the 
round a messenger to . 
set on each executive's — — take =<) 

m: Each basket bore the T g — In this way every ar 

-put in here letters for | The produ the naan of — 
This basket will be Test | sisctured , 3 


‘letters not included will — pty ae had to d 


he postal department for — acts k ine — ee o 
: sha : An become dulled by tbe 


d very good effect; it routine, 


letters except urgent larly in the 


ut which the various execu- tests carried Secretary, 


and Prin 


— No. ee must take — 
h would create the impression among 
executives that the final 4.45 collec- 
rely an empty threat and that 
aliy get their letters through 
if they wanted to. Our 
erk had my full backing in 7 
‘cept late letters that could l 
through to him earlier.” HE first. of the iollowing items Rose — are being i 
fice Manager, ar wo . Of Canada. mer Sprayed with hot para inn wa: 
peciality Selling House. tion: by ~” ing” onto. in air-tight containers, 
They may pi is for me mann the SS are a afi 
facturers : — 


Rubber 
"My salesmen in the stituent of 
field are never bur- b Org 3 l 
dened with clerical quick drying and “especially y dur le for 
work. They do not outdoors. = _ — 
have to submit re ~ — ORE b ‘taredn 
ports and alibis J shade en By i look ig ie he 
or week's work. They A special de enabling anyone to 7 
the signed, orders they sharpen his lawn mower without | 
business this way.” dismantling the machine is having a big — corporat 
fom a Sales Director. sale, magnet in the handle to pi 
3 without risk of injury to the 


* ; marketed by a Sheffield fı mo 
Cod liver oil in powder forts is being — — 
introduced into chocolate bars. It is also Warning or signal bells — ot — 
i accessful in ice-cream, bread, can be time-set and controlled an 
signed or manufac- . d peanut butter. A spec ial from A.C. mains through a 


“No matter how 
well a product for 
general use is de- 


process first removes all taste from the eted by a well-known — 
pairing its aa n value. synchronous electric clocks, => 

device for factories and all 

zations. 5i 


tured there are 


ery day and among it | l — PRC RNY 
bly some letter of com- Powder and cigarettes is a mew novelty in oo sient, sunokelan st 
ay it was in a pa 
demonstrated be 
ae pert in — I 
Another m y POWGEr 20 000 miles on cre 
and got our technical on. ‘the lines go sect-por allows , fe 
proper explanations, umigator n a ney = 
a Other lorries dı 
i P eE gas 
H: — 





10 








o an even greater extent than 
a superlative product and maxi- 


mum sales, the factor of properly 
balanced finance controls the success 
of a business undertaking. 

Excessive capital and insufficient 
capital are both dangerous—or at 
any rate bad—conditions. The first 
imposes an expensive drag on the 
company’s profits; the second, well, 
it can introduce so many restrictive 
conditions which prejudice trading 
that it would be impossible to 
schedule them all. Let it be suffi- 
cient to say that it is a highly 
dangerous condition and one not to 
be tolerated by experienced business 
men. 

Between these two limits the finance 
may be adequate in itself, but it may 
be badly applied. 

Upon the secretary, the accountant, 


the managing director, or who- 
ever is directly responsible for the 
control of the finance, therefore, exists 
a hea onsibility. 

The” — tool of financial 
management is the ‘‘budget’’, which 
is becoming increasingly recognized 
as an essential method of control, as 
much in the small as in the large 
concern, 


Capital Must be Fully Employed, 
but LIQUID 

But quite apart from the budget 
there are many matters of prime 
importance which the financial con- 
troller of a business must understand 
thoroughly and must organize. He 
must keep finances liquid yet 
employed in the fullest and most 
profitable manner. He must balance 
this employed and liquid finance 
against the company’s requirements 
and commitments both for the imme- 
diate present and the future. He 
must consider stocks, production, 


— 


BUSINESS for JULY, 1936 


This is a Personal Catechism : 
How do you Answer the Questions ? 


How To Keep 





sales, turnover, plant and other 
capital expenditure, collections, in- 
vestments, profits. He must know 
not only their immediate significance 
but also their trends. He should 
endeavour to ascertain how these 
items in his balance sheets compare 
with the balance sheets of others in 
his own industry, so that he will 
realize how his company stands in 
relation to competitors. 

A maximum rate of turnover must 
be maintained, obsolescence in plant 
and stock must strike the happy 
medium of suiting both the customer 
and the company, and, above all, he 
must ensure that the company is 
never so placed that it will be 
seriously hit by a sudden emergency. 

Here are some points, the checking 
of which serve as a guide to the finan- 
cial man in almost any business. He 
should be able satisfactorily to answer 
all the questions as they relate to basic 
matters about which he should have 
information : 


e 


WORKING CAPITAL 
A, The Budget 


. Do you use a budget that shows at all times the 


amount of working capital needed? 


. Whether your budget forecasts monthly, quarterly 


or yearly ahead, is the period that which gives the 
best results with a minimum of attention necessary 
to the detailed running of the scheme? The budget 
is not a good one if it involves a lot of clerical labour 
and time. 


- Does the budget work in well and easily with the 


staff? This is essential. It is fatal to the scheme to 
have the staff chafe against budget conditions, 


. If the budget provides for a loss, is there an ample 


capital reserve to maintain unimpaired credit? 


. Is the budget sufficiently flexible to permit deviations 


from its figures where necessary? e.g. to provide for 
capital expenditure, and replagement of obsolete 
fixed assets? 


- Have you absolute control over proposed departures 


from the budget before the departments actually 
commit the company to them? ° 


. Are the departments or individuals constantly 


followed up to ensure that they are running within 
budget allowances? 


8. 


9. 


Io. 


Do you budget for petty cash and small disburse- 
ments as well as for the larger commitments? 


Are you constantly informed of the comparison of 
actual figures with budget estimates? 


B. FINANCIAL POLICIES 


. Are all sources of available funds for working capital 


fully appreciated? 


. Are they utilized? 
. Do you guard against unwise conversion of working 


capital into fixed assets? 


. Do you ascertain regularly whether there exist 


inactive assets that should be converted into cash? 


. Do you use any surplus cash that may come to hand 


from time to time for the purpose of reducing bank 
loans and thus reduce interest charges? 


- Do you guard against tying up too much capital in 


cash, an unproductive asset? 


. Do you write off the fictitious assets within a 
ka 


reasonable time? 
Is the dividend policy correct? 


. Have you considered if a change of interest rates and 


dates is advisable? 


Do you set aside reserves of cash for the replacement 
of plant, machinery, etce, when worn out, etc. ? 
o 


Balanced F 


MANAGEMENT - POLICY - CONTROL 


. Is full use made of commercial credit instruments? 
. Have you considered fully the use of finance houses, 
discount houses, bill brokers, etc. ? 

. Do you use instalment and/or hire purchase selling; 
if not, would it be an advantage to do so? 

. Is your instalment and hire purchase selling financed 
in the best possible way? 

. Is your working capital large enough to take care 
of increased sales volume resulting from instalment 
selling? 


3I. 


32. 


33- 


. Is cash sufficient to take care of bills, hire purchase | 


contracts and guarantees of debts sold to finance 
companies? 

. Do you examine the possibility of shortening the 
terms of sale so that less working capita! will be 
required? 

. Is your working capital sufficient so 

thatVoucould lengthen credit terms 

without hampering operations? 

. Would the granting of discounts 

or giving more “liberal discounts 

reduce extended credit? 

. Have you reviewed the methods 

of payment to creditors? 

. Do you obtain maximum cash 

discounts by prompt payment of 

your suppliers? 

. Will postponements in payments 

impair credits or prestige or lose 

discounts? 


The Matter of Insurance 
ts Important 


By R. F. SHEPPARD, A.C.A., A.S.A.A. 


Chartered Accountant 


inance 


a 


Are stocks periodically reviewed with particular 
regard to obsolescence or deterioration? 

Have you a stores (raw materials and finished 
products) control? 

Is the cost of this stores control economic to size of 
business? 


Excessive Stock ts a Point 
Frequently,Overlooked 


. Is your stock justified by present turnover? 
. Does the system of production control prevent the 


possibility of tying up too much working capital in 
stock ? 


. Are finished goods stored in excess of requirements? 


. Would the death of any executive seriously affect - 


your working capital? 


. Are you protected against this by adequate life . 


insurance? 

. Are you fully covered by insurance so that any dis- 

continuance of operations will not cause a dangerous 

drain on working capital? 

. Do you analyse the book debts 

mine their liquidity? 

. Are investments closely watched? 

. Are the reserves in a sufficiently liquid condition 

to „provide for contingencies without jeopardizing 

current operations? 

. Do you have a policy to prevent your working 

capital being handicapped by excessive drawing on 

account of salary, commissions, etc. ? 

. Do you guard against abnormal personal expendi- 
ture? ⸗ 


constantly to deter- · 


. Is the credit of the company at its bank all that it 


should be? 
You may have facts and figures 
presented to you, but do you 


| read their full significance, do 


you appraise the true relation- 


ship of items one to another? 


. Are sufficient open lines maintained to prevent the 


company being handicapped if a bank asks for 
payment? 


. Have you investigated the possibility of re-financing 


your current obligations? e 
Have you considered the desirability of receiving 
professional services (i.e., solicitors, accountants, 
etc.) on a retaining fee basis or part time” employ- 
ment basis? > 


. Is your costing system efficient and economic? 
. Do you reconcile your costing record with your 


manufacturing account as shown in your financial 
books? 


. If working eapital is out of balance, have you 
analysed accurately the results of all plans that 


would restore the company to a competitive position; 
capital financing from without to reduce current 
obligations; financing from within by liquidating 
debtors and stock, even at a loss, and enforcing a 
more rigid credit and collection policy; or itfereased 
sales volume? 
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Make the Man 


G.įiJ. 


Responsible 
then 
LET HIM 
ALONE 
From 


ALLDAY, F.I.M., M.lnst.B.E. 
Managing Director 


Weybridge Automobiles Ltd. 


y policy, from the time I first 
learned something about the real 
duties of an executive, has been 

to put the responsibility on all those 
who are actually doing the job. 

I am here to guide and suggest. The 
knowledge and experience I have gained 
whilst treading the stony and difficult 
paths, and probably making many mis- 
takes whilst so doing, is always at the 
disposal of each and every member of 
my staff, whether technical or admini- 
strative. 

There must always be a Head to give 
the final ‘‘yes or no’’, but the fewer 
times he has to use these words daily to 
members of his own staff, then greater 
the measure of the success of his own 


work in building the organization which 
he is controlling. 

Only by making their own decisions, 
can the members of one’s staff make 
themselves into responsible members of 
the organization. 

The formation of the Company's 
policy, is my responsibility, and the 
carrying through of that policy in its 
numerous details is the responsibility of 
my staff. 

If a man comes to you and says he 
is in difficulty, you may sympathize 
with him. If you do, then that man, 
whatever may have been his previous 
doubts, will know that he is loaded with 
most of the troubles of the world. He 
will not see the solution, because he will 
be looking only for the trouble. 

But that isn't what happens if, when 
he comes to you with a difficulty, you 
merely grin and say ‘‘well, what of it? 


Tee Broapver View 


. By ROBERT R. UPDEGRAFF 


A Stroll 
Around The Office 


Every once in a while a business 
executive should ask himself: Which 
is more important—the details of my 
work or the broader objectives? Some- 
times a casual stroll through the office, 
with a word here and a suggestion 
there, will result in more ultimate 
benefit to the organization, than three 
or four hours of dictation or concentra- 
tion on some operating problem in a 
private office. 


Makes Difficulties 


Disappear 

A good way to get around the diffi- 
culties of a situation is to ignore the 

difficulffes and concentrate on those 

points at which progress can be made. 


While so engaged, a substantial propor- 
tion of the difficulties will disappear, 
and one can then address oneself to 
those remaining with the advantage of 
working from an advanced position. 
> 

How Edison 
Solved His Problems 

f late I have been interested to read 

how Thomas Edison used o attack’ 
his difficult problems. He would work 
for a while on one invention, and then 
eput it away for a year or so. In the 
meantime some other problem would 
occupy his mind. Then, one day, he 
would go back to the original task, and 
ein a short time a new invention would 
be announced to the world. 

What Edison really did was to relieve 

his mind of the actual pressure of a 
particular problem, and then come 
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peek ct na ads go and 
o 

Then that man will think that you do 
not regard his difficulties as overpower- 
ing, he will know that you have confi- 
dence in his ability to find a solution,” 
and will be put on his mettle. Instead 
of gazing at his trouble from every 
point of view, he will forget the trouble 
and go hot-foot after the solution. 

If you can get people about you away 
from the contemplatiogs of the difficul- 
ties and on the way the solution, 
there will be very few things for the 
man at the top to decide. At least, he 
will have decisions to make only on 
completed, instead of on what may be 
called raw, problems. 

I am a confirmed individualist and I 
am itely against every form of 
committee management in a business 
pee as my own, against every form of 

vided responsibili ne havin 
boards to decide the gS, i 
each man being self-reliant. 

I believe in one-man responsibility in 
management. I also believe that each 
department must have its managing 
director, so to speak, who is absolutely 
responsible, and that he will appoint 
others under him equally responsible, 
and that each man must know his job 
and do it without excuse or failure—or 
get out. In my business, they do not 
get out; they stay and do their work. 

Most men are born with a natural 
tendency to shift the burden of trouble 
on someone else, so that, unless you 
have picked or trained your men, by 
the time it reaches the heac* executive, 
what started as a little bit of trouble 
becomes a great big trouble. It may be 
that a rolling stone gathers no moss; but 
a rolling bit of trouble gathers the deuce 
of a lot. Give a man full responsibility 
par own job and the trouble never 
rolls. 


back to the problem with a fresh mind. 
I personally follow Edison's plan in 
my work. It is one of my most settled — 
prattices, and I find that many of my 
‘worrysome’’ problems solve them- 
selves if I let them alone for a time. 


> 

Keep Ahead 
of the Calendar 
T'he man who works ahead of the 

calendar always seems to have an 
easier time of it than the man who is 
never quite ‘‘caught up’’. The reason 
for this, it seems to me, is that by 
thinking ahead one can use other people 
more effectively. 

If a report has to be made on the 
25th, the canny executive starts an 
assistant gathering the necessary data 
early in the month. There is ample 
time to write for information, if need 
be, or to look up records. When the 
25th comes round, the work is prac- 
tically finished, whereas had the execu- 
tive waited until the last minute he 
comia not afford to delegate the pressing 

tasi a anyone else, but would have to 
burdeñ himself with every detail. 

The calendar is a tyrant to the shift- 
less, a servant to the forehanded. 

o 


















is evident ‘hat e British Empire is 
the only big commercial unit that is 
advancing, make some observers feel 
doubtful. 

So it is a good time now, at mid-year 
and. between the two major seasons, to 
set down frankly all the pros and cons 
that afi current trade and the future 




















nt is down by nearly 
month ago, by nearly 
year ago. At this rate it 
under 2,000,000. The 
7,000 in insured employ- 
(which. is 570,000 more than a 




















2 ave more people in work to-day than 
t y time since the 1929 boom. 

“Again, every industry except three 
ave less 





distributive 
engineering, shipbuild- 
ring, clothing, hotel ser- 
district except one shared 
‘unemployment. It is 
3 _ the north-western dis- 
















| country is 109 for the first quarter of 
: ; compared with 105 for the 
Mf last year; and with 96.8 
quarter; 96.7 for the 








= rise in industrial activity while exports 
ate up by nearly 20% on a year ago. 
. Engineering branches are better. 
ployment is up in all branches; 
r-car output for the last recorded 
th (April) is 15.5% up on a year 
md only i slightly lower than the 
production figures of the late 
o the end of April the 


ehicles registo d for 


north-east coast report greater activity 












in marine engineering. The midlands 
report an encouraging number of con- 
tracts, mostly for work in this country. 
In Wales, the activity in mining 
engineering is highly significant of the 
probable trend of events there. 


Output of building material must be 
increasing, or —— — itself 3 is 
up by near 
on a year go — 1. % On a “month 


of governm * building programmes. 
The — — are in and out. 
* a year 


cotton im are up by 10% 


ago; expo of yarn up by 3%; 
unemployment down by §.4% Of @ year 

ago, 1.1% ON: mth ago. The rayon 
industry is bol 


Exports of wool are up on last month 
and the ye in every branch. 


3rd FAVO JRABLE: : 
Retail Sales Rising 

etail sales during May rose 7.7 over 

last year, while stocks also recorded 
a rise of 2.2%. The increase in sales 
is the largest. jor over a year. In March 
a large increjse was also noted. It is 
significant that the March sales iramedi- 
ately precede: the Easter holidays, and 
it seems more than probable that the 
Whitsun holidays had a similarly stimu- 
lating effect op the sales in the first fort- 
night of May. Every district recorded 
an increase, a/l except one being more 
than 7%. This proves the general and 
widespread nature of the activity in 
buying. Also, every category of goods 
except orfe shared in the increase. In 
April, the most significant increases 
were in sales of furniture, hardware, 
and household and dress piece goods— 
the two former being a reflection of the 
expan ion in domestic building. 
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tic consumption always i 
summer this indicates i 
trial activity. 

Rail traffics still 
however slight, on 
the year. ; 

I, however, statisti 
showing the total — 
the total number of pa: 
by railways and moto 
the canals, would not 
large rise year by yesi 
month? 

The G.P.O. is the co 
single enterprise. Its p 
is therefore significant. 
partments which have 
in the past are decrea 
in certain directions. 
largest turnover, the 1; ges 
(12% up on last year) i in 
Prices are being lowered, as 
of the telephone. Y 
that if the penny gx 
the revenue would not. 






































































first year. 
The national revenue r 
favourable. Up to dat 


rst, revenue has increas 
{4,000,000 compared 
period last year. Floatin z 
{135,000,000 less than a year ag 

Easy money continues. I 
tions are being eagerly received, i 
rates are low. Industry can get — 
lor re-equipment and — 
sound. 
























Sth FAVOURABLE: 
Overseas Trade Good 














M ay exports are good; an increase 0 
{3,000,000 or 9% on a year ago an 

£2,425,000 or 7% on a ma 

imports also were up, 8%. 
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Seven districts show a drop: from Hull 





HERE IS THE SITUATION THIS MONTH 
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London Districts: Em- 
poroen is improving. 

rade is fair, though 
retail sales have dropped 
and Metropolitan Bank 
Clearings are down slight- 
ly. This sagging is tem- 
porary, coming between 
the two most active sen- 
sons of the year. In the 
City, finance is easy, and 
new industrial issues are 
well-supported, The poli- 
tical situation in conti- 


j nental countries is cams- 


ing anxicty to some 


traders, 


E. & S.E. Districts; 
The agricultural situation. 


is not so bad as one 


would expect from the 


shortage of rain. Crops 
are reported to be looking 
fairly good. Fishing is 

prosperous i in boar 
months the valne of 
landings has increased by 
£500,000. Unemployment 
in the whole district is 


slightly better. 


Midlands: General engin- 


shows a luli in 
activity in the 
motor trade continues, 
and in some branches 
business is increasing. 
The hardware trade at 


sering 


‘home is improving, but 


continental conditions 
prevent the recovery of 
the export trade. Most 


}of the large towns show 


decreased unemployment. 


W. & S.W. Districts: 
Coal shipments from 
South Wales were higher 
last month than a year 
ago, but there is not 
much real business. Tron 
and steel works are still 
active, though there is a 
general slowing down. 
Still, a few Works which 
have been entirely closed, 
are to be 
shortly, while there is a 
slight but definite drop 
in unemployment. 


N.E. Districts: The 
Durham coalfield is fairly 
active, and iron and 
steel works are busy, 
though there is no ie 
crease in export trade, 
The woollen trade in the 
West Riding is not so 
pusy * it was ami 
in textiles employment 
has increafed, th though jt 
is still lesse than R year 
ago. The lull here 
seasonal, 


| N.W. Districts: Tn Scot 


land a good deal of coal 


is being exported, and 
are Diary 





down in purely LT 
financial. activities and to the fact tha 
last month there was one less working 


modity prices. This is an unfavou 


the last tew: yam, Should. * hav 


it i e queried whether thi 
clearing drop may be due to "alow 
Stock Exchange a 





day than a year ago. — 
The north-eastern district shows an 
increase of 10,000 in unemployed, coal- 
mining an increase of nearly 19,000, the _ 
woollen industry an increase of 4,000, 
due to the usual seasonal fluctuation, © 
dock and harbour services an increase _ 
of 2,000, an indication of the static 
condition of overseas trade. o 
Wool for the moment is unfavour- 
able, with an increase in unemployment 
over last month of 4,000 and a decrease. 
in production shown by the uniform — 
drop in bank clearings in all the wool T 
centres, 2 
Wholesale and commodity prices: are 
down by 0.5%. This is unfavourable 
We would rather see a small but con 
tinuous rise, for this is usually a 
accompaniment of prosperity. F arm 
prices for May show a rise for the thir 
month in succession, while dairy ans 
poultry products show a fall for | 
month. 
Food prices are up by 1.2. points Qi 
a month ago, 4.5 on a year aj 
the cost of living, for the first 4 
shows an increase, 2 points, on a 
ago. This was to be expected, fo 
price of food and the cost of | 
index have, up to this time, not r 
proportionately with the rise in c 
modity and wholesale prices durin; 
last eighteen nfonths. Probably 
and quotas have had more to do 
this food and living cost rise than 



















factor in that, if retail prices an 
cost of living go up, the general p 
with the same amount of mon 
buy less in quantity, while with slig 
more money to spend, as they hav 
day, they cannot buy a proportio 

increased quantity. o 


2nd UNFAVOURABLE: 
Imports Unduly Up 


[ports of manufactured goods show 
the alarming rise of 10% on a month — 
ago, 18% on a year ago. As we export — 
more manufactured goods we can afford _ 
to buy more raw materials, but we | 
cannot afford to let our imports of. 
manufactured goods rise as fast as our 
exports if we want to build up a favour- 
able balance, for our increased exports 
must pay for both our increased imports 
of raw materials and our exports of 
manufactured goods. | 
-We of all western industrial nations | 
have increased our exports steadily ino 
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The only reason > 
lli more is that we esh 





3rd UNF. AVOURABLE: 

World Conditions Bad 

; Abroad most developments have been 
distinctly unfavourable. Germany’s 

virtual. repudiation of foreign interest 

and debt payment has had the immed- 

iate effect of still further unsettling 

internati mal. trade, decreasing her 

ex ng frightening international 


ign ‘combinitments is shown 
that she is abiding by her 
ebt — — as 


ras new stunts and regu- 
oncerned, inasmuch as the 
zislature has adjourned for 
is and the Chief Executive 
; for seven weeks. But her 


nee see. nN what her financial ‘and 
— pamen will still have an 


han a helpful one, and we can- 
that she has a rough pas- 
pressing and expensive re- 
still to gd through. We 
> for a further retrogression 
i. before any final progres- 


. be on the way to better- 
il prices are falling, as they 
done before, for the gap 
fail of home produced and 
cles is still very large. 


— half on three years 
| her her political nor her 
nancial si ian ion is e stabilized. 
7 Italy 


oca ed agreements as the sug- 

: ested one between Italy, Austria and 

— _tather than international 

) None of the European 

ne S th American countries have 

aken. any steps towards easing inter- 
national trade conditions. 


ment — increased — 
ensign. in soy all’ rising talk of greater 
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By E. J. Emery 


General Manager: 
E. M. |. Service Ltd. 


(Associated Co. of Electric & 
Musical Industries Ltd., The 
Gramophone Co. Ltd., Colum- 
bia Graphophone Co. Ltd., The 
Marconiphone Co. Ltd., 
H.M.V. Household 
Appliances Ltd.) 
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likely blame the dealer and the set for 
unsatisfactory results? 

Installations should be the dealer's 
particular care, especially where ques- 
tions of connection, protection, correct 
fusing and conformance with I.E.E. 
regulations are of vital importance. 

The public also has a right to expect 
from the local dealer full information 
and advice about changes in broadcast- 
ing conditions. This imposes upon 
dealers an obligation to study modern 
methods of broadcasting and the vari- 
ous systems used in this country and 
abroad. 

These and countless other points are 
bound to arise in the course of the deal- 


This New Company 


Neither Buys nor Sells 


think I am right in saying that never 

before has a special and separate ser- 

vice company been floated by a group 
of manufacturers for the sole purpose 
of helping dealers to sell more of their 
goods and to sell them more effectively. 
The establishment, therefore, of E.M.I. 
Service Ltd., an organization solely 
to employ the combined service resources 
of The Gramophone Co., Ltd., The 
Marconiphone Co., Ltd., The Columbia 
Graphophone Co., Ltd., and the 
H.M.V. Household Appliances Co., is 
certainly a new development in busi- 
ness. 

The success of our Companies as 
manufacturers, naturally, depends upon 
the effectiveness of the dealers who sell 
our merchandise to the public. We 
know what a dealer has to do to-day. 
«We know that, to be successful, he has 
not merely to hand over the counter the 
goods asked for by the customer. “His 
aim, above everything else, must be to 
make a satisfied customer; to establish 
a relationship that shall be mutually 
profitable, so that the actual sale is only 
the beginning, not the end of the tran- 
saction. 


This is Where We Help 
the Dealer 


e The dealer, too, knows this; but, gen- 
erally speaking, he is not equipped in 
the best possiBle way to carry it out. 
That is why we have planned in a big 
way to get behind him with the full 
support of the resources of our com- 
bined companies. 

For example: how many dealers have 
taken the trouble, or are able, to check 
their district for radio reception condi- 
tions, marking on a large scale map the 
good and bad areas, the location of vari- 
ous sources of interference, the different 
electricity supply voltages, and so on? 
Imagine the effect on a prospective cus- 
tomer if, when he comes into the shop 
to discuss the purchase of a set, the 
dealer were to ask for his address, and 
then, terning to his marked map say: 
“I see that your house is between the 





* pany’s special works 





Its function is Solely 
to provide that After- 


Sales Service and Main- 
tenance which increases 
business and prestige 


electric railway and the Hotel, 
there may be some interference from 
trains on the one hand, and lifts and 
other electric apparatus on the other. 
Before we install the set would you like 
us to investigate at your house to see 
whether a special anti-interference unit 
is necessary which we can supply and fit 
for so much?” 

Would this not give the customer 
confidence, and impress him with the 
care taken in his interests, rather than 
let him find out the difficulties after- 
wards, when he will probably be averse 
to paying anything extra, and will quite 








This is one 
bay only of the 
new service com- 


at Hayes, Middlesex 


er’s business, and he must be prepared 
to deal with them in such a way that 
the public’s confidence in him and in 
the product he is selling is still more 
firmly established. 

There is also another aspect of this 
question of confidence, The public has 
heard, and has been allowed to talk, far 
too much about radio and gramophone 
sets going wrong after they have been 
in use for a time. There may be 
many reasons for this, but except 
in cases of actual breakd@wn of the 
instrument it is more often due, di- 
rectly or indirectly, to inefficient sell- 
ing. The fact yemains, however, that 
from whatever reason it may have 


It is the User Who Matters 
Most of All 


arisen, the feeling of unreliability which 
as a consequence arises in the mind of 
the user is not good for our business and 
must be effectively countered by the 
dealers. 











Le 
best way 
to counter this 
tendency is for the 
dealer to give the cus- 
tomer absolute assurance of 
efficient maintenance at the time 
of the saje and to help him, from 
(Continued on page 19) 


for Machine Accounting 
Kalamazoo Double-Fast is 
the right Equipment— 7 }y ¢ 


Because - at a turn of the handle - you have 
either loose cards for posting or a bound book 
for reference. Your records must be loose - to 
feed the machine ; they must be bound and compact 


- to handle efficiently and quickly. The ideal 
equipment combines these two essentials with no 
loss of time changing from one to the other. Double- 
Fast fulfils this ideal in an ideal way. 


9 Because of security: Except when accounts are 
actually being posted, it is a Book and therefore 


can easily be stored in the safe at night. Below is shown the new 


Machine Accounting Binder 


Because of accessibility: Accounts are stored in | 
convenient units, available for reference at any — DF Model E. 
time. No sheets “out”; records placed in the 
—* This remarkable Binder 
aways complete. Bao removes what amounts to 
Because of accuracy: No lost LEDCER AND TRAY È; * an _incongruity—the use 
nor misplaced accounts. le of leather - bound books 
accounts need not be taken away for ' with metal equipment. 
reference: complete book must be It meets metal with 


taken. 5 — * metal and 


As \ ——— at the same 
1j Bseause of compactness: Occu- AA) \\\ \ Ae e price is 
pies a fraction of the space taken AA \\ ij i stroncer- 

by cards. Fifty thousand accounts can ~ pa ‘eek i ae 

be kepe within easy range of operator — lighter— 
in a floor space of just over one square 

yard - 3ft. Jins. by 3ft. Jins. Five 

thousand accounts can be housed on 

a shelf Sft. wide. e 


6 Because of economy : Saves time : l THE BOOK - 

of machine operator and other bound - convenient - portable. . 
office departments. Saves costly - 

space on floor and in strong room. 


7 Bocas of portability: It is a 
Book and can be handled and 


carried from place to place with ease. 
ADVICE 
- without obligation 
We ha 5 s Department and an expert 
staff fo ist * — — endai naa 


installations and equipment problems 
ef 


pl, ae service before, during and after 
Demonstrations are given giadly. 


(Proprictas > Morann & lursy, Lo.) 


alamazoo lic 


Manufacturers complete range of modern equipment for 


PEN-POSTING - VISIBLE RECORDING — MACHINE ACCOUNTING 


HEAD OFFICE AND FACTORY: NORTHFIELD, SIRMINGHAM GO/F/S/s6. 
London Office : Shell-Mex House, W.C.2 Branches in all leading Provincial Cities. 
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WITHOUT SACRIFICE OF QUALITY 


blaprinl SAVES 507 


OF YOUR PRINTING BILL 


Rotaprint is the most versatile office printing machine on 
the market, having all the capabilities of larger machines 





NO TYPE used in printing works, but simplified to produce 
—— — first class printing at high speed, and at minimum cost. 

The producing medium of the Rotaprint is a thin flexible 
NO BLOCKS aluminium sheet which can be inscribed by a variety 

No blocks are required of methods. All your sales literature, stationery, etc., 
for Mhacrasions, can be printed from this metal sheet, displacing costly 
SAVES TIME blocks and the laborious bugbear of typesetting. 

Perfect prints produced Many leading Business Houses and Government Offices 
at 3,000 to 6,000 per hour. testify to the great savings effected since they installed 
. Rotaprint. Read this extract from the Post Office 
REPEAT PRINTINGS Magazine: 






The metal sheet is filed “ Mr. C. W. Burge 
away and ready for further awarded the M.B.E. 
prints at a moment's 








annually in printing an 
extensive development of the 
SIMPLICITY < 

Rotaprint can be oper- 
ated perfectly by a junior 
in your office 


For full particulars and FREE 57a HOLBORN VIADUCT, LONDON, E.C. | 


Terms: Cash or 


Hire Purchase. Demonstr oe on your own pr oe Telephone : Central 5655 (4 lines) 
or at our showrooms apply:— |. BIRMINGHAM, LEEDS, NEWCASTLE-ON-TYNE, SHEFFIELD 
MANCHESTER 


. BUSINESS EFFICIENCY 
by SMITH’S (Synchronous Electric 


All that clocks can do is done to perfection by Smith’s g $ 
Synchronous Electric models. «To tell the time truth- ‘ee 
fully day in and day out ; to encourage punctuality 
and smooth running in shops, offices, factories ; —— 
ars to be landmarks serving the public of the whole 
LAN < neighbourhood ; to be effective reminders of branded 
goods on sale in stockists’ stores: all these are 
functions of these most efficient clocks. Wherever 
there ate time-controlled A.C. electric mains you can 
plug in to Greenwich time with Smith’s Synchronous 
Clocks. They cost only a few pence a year each to run 
and add nothing to routine staff work and responsibility, 
for winding and regulating are never once needed. 


- Please send for illustrated brochure. 


SMITH’S ENGLISH CLOCKS LTD. 
CRICKLEWOOD WORKS. LONDON, N.W. 2 





MARKETING - ADVERTISING - SELLING - 


that point onwards, by the most com- 
plete assistance on whatever point 
might bother him; this to include every- 
thing from the mest technical advice 
to the extent of provision, from stock, 
of even the most rarely demanded spare 


It was to provide the dealer with the 
backing which would enable him to 
serve his customers on these many 
points that we concentrated our dealer- 
service into one effective body. 

The first point which we gained by 
this centralization was the unification of 
all service correspondence, returns, re- 

uisitions, invoices, etc. Dealers now 

ve one organization to contact instead 
of four, one letter only to write, one 
_ request to make for field engineers’ 
information or spare parts, no matter 
whether one, two, three or even all 
four of our trade marks are concerned. 

The next important result is that by 
concentrating the service administration 
at Hayes, it has been possible to devel- 
op the work of the field engineering stafi 
to a much higher pitch of efficiency 
than was possible under four separate 
systems. This has brought about the 
establishment of completely equipped 
service depots staffed by engineers 
thoroughly trained in the individuali- 
ties of the four companies’ products, 
in London, Glasgow and Dublin. Thus, 
at geographically disposed centres, 
dealers handling the products of the 
four-companies have at their disposal a 
branch service organization ready to 
deal with any problem. In addition, 
we have G&tablished more than 80 
trained men as resident engineers at 
strategic points to cover the wider areas 
of the country. We clgim that these 
facilities are unique. 

To protect dealers and their custom- 
ers from misrepresentation every field 
engineer employed by The E.M.I. Ser- 
vice, Ltd., carries an identification war- 
rant bearing his photograph and signa- 
ture. ` 


Unification has Improved 
These Services 
The headquarters of the new organ- 
ization is a self-contained factory equip- 
ped to carry out any repair to every 
type of instrument marketed by the 
four companies. Thus the service 
depot is never in the position of having 
py ard work or any other of its functions 
ected by any hitch which might tem- 
porarily influence the production side of 
any one of the companies in the group. 
This arrangement, too, enables the 
depot to develop an efficiency and speed 
in dling work which could not have 
been achieved in any other way. 
The personnel has also been devel- 
with the same care as that given 
to facilities. Under the direction of the 


the last five years can be supplied 
immediately. y 


Other services which the organization 
also provide for dealers are: The 
supply of constantly revised service 
manuals covering the four brands of 
products; advice on the service, costing, 
accounting and routine side of any deal- 
er's business; help in engagement of the 
dealer's owl staff of qualified engineers. 


Thus under the new arrangement no 
dealer need fear being left unsupported 
to face apy radio, gramophone or 
domestic appliance problem that may 
arise betweva himself and his customer 
Our new organization, therefore, we 


claim is the highest development yet 
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reached in the radio and electrical 
trade. It has this double effect :— 

(1) To equip the dealer so well with 
information and service that he 
will be able to sell more of our 
products because his customers 
will receive the greatest satis- 
faction. -4 

(2) To raise the prestige of our goods 
among users, and therefore, 
again, the sales, through the 
confidence which users will 
gain through being served by 
such well-equipped dealers, or 
by the E.M.I. Service Ltd. on 
their behalf. 


Cramp My Style 4 


| | 
| NEVER STOCK THEM 


By a Retailer who finds it more profitable 
| to sell his own individuality 


ere is a definite viewpoint about a 
question of selling, stated in such 
a positive and outspoken way that 
we have taken the liberty of reprodu- 
cing it from Men’s Wear in which excel- 
lent journal ft appeared under the con- 
tributor’s name, Adam Rivers. This 
writer says: 
raincoat manufacturer 
declared in a recent 
issue of Men's Wear that 
branded lines are essential 
to the individaal outfitter 
who has to compete with 
the multiples. Now, al 
though it happens that 
raincoats are mainly sold 
on their name, I disagree 
with him on general princi- 
le. | 
j I do not stock nationally 
advertised branded lines. 
The reason is because I 
prefer to be . ‘different’’. 
I dislike having my win- 
dows filled with manufac 
turers’ show-cards, adver- 
tising goods that the pub- 
lic can see multplied again 
and again in the same 
town or any other town in 
England. 
I am an individualist if 
you like. If there were 
more of my competitors of 
the same opinion, I might 
conceivably change my 
policy andestock the neg- 
lected branded lines. But 
as nine out of every ten 
hosiers seem content to do 
what the manufacturers 
tell them, I get more and 
more trade eyery year 
through establishing my — 
shop as a separate identity. 
This is how J see it: A 
manufacturer pats, shall 
we say, a brand! shirt, on 


— — 


the market, probably a mass production 
shirt. As such, I have nothing against 
it; it is quite a good line for the mone 
But he advertises it heavily and pro 
duces the shirts in such vast quantities 
that he cannot afford to ‘‘confine” their 
sale to a few hosiers. The more the 
(Continued on page 33) 


“The well dressed man, and the well 
for that matter, objects to buying 
those that nine out of ten other people are 
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n the larger problem of reducing cost 
| of production there are many small 
problems which do not come in for 


_ their full share of study, and one of the 


most important of them is that concern- 
ing income tax allowances in respect of 
machinery and replacements. It is a 
question which is as important to the 
small firm as to the large one, and when 
it is considered that nearly one half of 
our whole national capital consists of 
depreciating industrial plant of one kind 
or another, it will be seen that the 
extent of the depreciation question is 
very wide. 
e 


Claims must be Based on 
Systematic Records 


A great part of all this machinery 
is represented by small units whose 
owners are entitled to claim annual 
allowances for wear and tear, and some- 
times for obsolescence and replacement, 
and as in these days the all-round useful 
life of machinery can scarcely exceed an 
average of 20 years, and such machinery 
represents whgt is called fixed capital, 
it is important that some systematic 
method ef measuring and recording the 
amount of annual depreciation—or 
expired capital outlay—should always 
be used. 

It is safe to say that the majority 
of the owners of industrial plant and 
machinery are not satisfied with the 
deductions allowed for depreciation, 
and it is encouraging to know that the 
Board of Inland Revenue is now defi- 
nitely inclined to take a more liberal 
view in interpreting the provisions gov- 
erning allowances for obsolete plant 
when replaced by new, and also in 
regard to claims which may arise 
mainly out of the adoption of new and 
improved methods in industry. 
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ARE 
In too many cases the 

old method is still used of 

recording capital outlay 

upon all kinds of plant 

and machinery in one led- 

ger account and writing 

off an arbitrary percent- 

age of the balance of cost 

at the end of each year 

to represent depreciation 

of quite unknown extent. l 

These records relating 
to capital outlay on industrial plant 
soon become a mass of meaningless 
figures: no attempt is made to keep 
track of the cost of each class of plant 
and to see that this cost, which was 
incurred solely on revenue account, is 
properly charged to revenue over the 
period which receives the benefit of the 
service of each class of plant during its 
useful life. 

Indeed it is largely owing to this 
neglect and inadequate method of 
record that it has been customary for 
depreciation allowances to be calculated 
on written down values, except in the 
case of the shipping industry where 
allowances are based on prime cost. 

It must be remembered that allow- 
ances for depreciation and obsolescence 
of plant, claimable as deductions from 
taxable profits, are in the absolute dis- 
cretion of the General or Special Com- 
missioners of Income Tax, although the 
Board of Inland Revenue has agreed, 
subject to their concurrence, to allow 
depreciation rates for many kinds of 
machinery generally to be calculated on 
written down values; but, nevertheless, 
it is permissible to have depreciation 
calculated by reference to the prime 
cost of the plant, and the offer of rates 
based on written down values is no bar 
to the taxpayer who prefers the prime 
cost method, but in order to claim 
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That Problem of 





On Plant 


by P. D. LEAKE, F.C.A. 


depreciation on prime cost the manu- 
facturer must keep the necessary record 
in the form of a proper register ot plant. 

Rates of depreciation, to be calcu- 
lated on written down values, have 
been agreed with the board of Inland 
Revenue by a large number of indus- 
tries through their Trade Associations, 
these rates being always subject to the 
concurrence of the Special or General 
Commissioners concerned in any par- 
ticular assessment. Some of the agreed 
rates are shown in the table on the next 


page. 


YOU GETTING YOUR 


MAXIMUM ALLOWANCES ? 
LOOK 
VITAL POINT. AND HAS A 
BEARING ON YOUR COSTS 


IT 1S A 


INTO IT ; 
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Some Trades have Secured 
Scheduled Rates 


The fact that a rate of 5 per cent, on 
written down value assumes an efficient 
life of 58 years with a scrap value at 
the end of that time of 5 per cent. 
of the original cost suggests that many 
of these allowances must be quite 
inadequate. 

Rule No. 6 of the statutory provisions 
provides that in charging the profits of 
a trade a deduction, representing the 
diminished value by reason of wear and 
tear during the year of any machinery, 
may be allowed, the deduction to be 
such as the Commissioners consider just 
and reasonable; and where full effect 
cannot be given to any such deduction 
in any year owing to there being no 
profits, or the profits being less than 
the deduction, the deduction shall be 
carried forward to the next year and 
so on; so that even where there are 
no assessable profits for any year the 
allowance should still be claimed or else 
the right may be lost to carry the 
amount forward. 

Another, Rule No. 7, provides for a 
deduction as expenses incurred in any 
year of so much of any amount ex- 
pended in that year in replacing mach- 
inery which has become obsolete, as is 

. 
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equivalent to the cost of the machinery 
replaced after deducting from that cost 
the total amount of any allowances 
made at any time in estimating profits 
on account of the wear and tear of that 

c , and any sum realised by 
its sale. 


Allowance on Plant that is 
Replaced 


The cost of plant replaced, less the 
total allowance and less any sum real- 
ised by sale, may be charged to the 
Profit and Loss Account as an expense 
in cases where obsolete plant has been 
replaced, but not otherwise. The dis- 
carded plant is then taken out of the 
list of wear and tear allowances and 
the new machinery substituted, but 
this obsolescence allowance is limited 
to the cost of the new machinery; and 
it does not cover machinery discarded 
merely because there has been a change 
jn the character of the business and the 
machinery has had to be replaced as 
unsuitable. For example, an Electricity 
Supply Company ceased to generate 
and took current in bulk, and it was 
decided that the new plant must be 
treated as capital outlay and not 
replacement. 

The commissioners must decide 
whether the allowance applies where 
the replacement represents a better 
article for the particular purpose. 


£750 Allowance on Machinery 
Costing £3,000 

In the case of professions and voca- 
tions other than trades and manufac- 
tures, allowances for wear and tear are 
provided for, so that, dor example, a 
doctor is entitled to allowances for wear 
and tear and obsolescence of his motor 
car employed in his profession, and the 


same applies to salesmen and others 


INDUSTRY 


Bleachin 
Bookbindi 
Bri : 
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and finishing 


Commercial motor vehicles 
Dyeing and finishing ... 
Farming * * 
Flour milling 

Hosiery manufacturing 


Paper-box making 
Printing as 


Shoe and slipper making 

- Steam laundry, and dyeing and 
cleaning. 

Tailoring trade, ready-made and 
wholesale? bespoke men’s heavy 
Timber goods, manufacturers of, 
timber merchants, sawmills 


Wrought-iron industry 


PER CENT.| 


matter. 

The rapid advance of invention and 
the consequent necessity of re-equip- 
ment often makes it necessary to dis- 
card old machinery before it is worn 
out, and to replace it with 
machinery which cannot always 
described as similar although it me 
be put to the same use. For example, 
motor vans replace horse vans, a 
again electrical mains supplying current 
from a local supply take the plage of 
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who need the use of motor cars for 
business purposes. 

In one čase a firm found that a 
product was unprofitable and it was 
abandoned, and machinery about five 
years old and costing {1,200 was left 
idle, but as it was not being replaced 
no claim for obsolescence could be sus- 
tained. In another case, however, a 
cardboard bex maker decided to devote 
his attention to metal boxes, and his 
plant costing £750 became entirely 
obsolete and without scrap value. 
New machinery costing {3,000 was in- 
stalled, and in this case it seems likely 
that his claim of {750 will be allowed 
on the ground that the new machinery 
supplies the same kind of service, 
although the boxes are of a different 
material. If the Inspector of Taxes 
demurred in such a case the manufac- 
turer could ask him to submit the 
question to Somerset House. 

While ‘‘obsolescence”’ includes “‘worn 
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NATURE OF PLANT 
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Plant and machinery generally. 
Engines, boilers, and shafting. 
Steam engines, boilers, and shafting; 
mixing and brickmaking machines. 
| Electrical plant; crushing and grind- 
ing plast. | 
| Commercial motor vehicles propelled 
by internal combustion engines. 
Plant and machinery generally. 
| All types of farm machinery an 
impleménts other than motor 
vehicles. — 
Engines, boilers and main shafting. 
Other machinery. 
Engines, boilers and shafting. 
Process plant. 
Plant and machinery. 
| Engines, boilers and shafting. 
Printin® and binding machines. 
Engines, boilers and shafting. 
Plant and machinery generally. 


Plant and machinery generally. 


Engines, boilers and main shafting. 

General sawmilling plant and mach- 
inery. 

Plant and machinery generally. 


‘/so, but under the 


*not the 


„may represent increased 


You can deduct as 
under certain —— 


“Economic” as well as 
“Physical” Depreciation 
it is often advisable to ask the local 
inspector to refer a case of difficulty for 
decision by the authorities at Somerset 
House, who now always desire to take 
as liberal a view as possible within the 
existing law. In one case a change of 
raw material from bar to extruded 
section rendered a machine costing £300 
and only four years old dbsolete. It is 
not being replaced and will only fetch 
resent law no 
allowance can be made for obsolescence. 
As an alternative to the allowances 
mentioned under Rules No. 6 and 7, 
Rule 3 provides that the actual net cost 
of renewals and repairs of implements, 
utensils, etc., may be charged year by 
year as an expense in the accounts, but 
first cost, which is treated as 
capital outlay. Increased cost is 
allowed, except to the extent that it 
power or 
capacity, while replacements of parts 
are allowed so far as they do not 
destroy the identity of the ariginal 
machine. 





* balance sheet. 


why. 





ifty years ago very few industrial 

firms medically examined new em- 

ployees, subsidized sports activities, 
organized pension funds, operated can- 
teens, ran a works magazine, or ran a 
works committee. 

To-day such arrangements are becom- 

ing increasingly a part of progressive 
undertakings. These far-reaching im- 
provements in the human organization 
of industry are the direct outcome of 
the industrial welfare movement. 
- Two motives lie behind the installa- 
tion of welfare departments. One is 
commercial; the other philanthropic. 
The first rests upon an assumption that 
improvements in the working environ- 
ment and care for the comfort of 
- operatives will be reflected in the 
The second is part of 
the desire of the business man to comect 
some of the imperfections of the present 
economic system and to promote the 
happiness of his employees. 


The Balance Sheet Reflects 
Profitable Results 


Does ‘‘Welfare’’ pay? Yes, it does; 
that has been proved over and over 
again and is still being proved afresh 
€very day. 

Many concegns, especially those em- 
ploying women or girls, have appointed 
a welfare supervisor who operates the 
various welfare activities of the com- 
pany. These cover social and athletic 
activities, thrift and pension funds, con- 
trol of absenteeism, first-aid organiza- 
tion, sick visiting, medical examination, 
and a range of incidental services 
designed to promote the well-being of 
the worker. 
supervisor operates the canteen as well. 

The relationships. between welfare 
work and the work of the employment 
department are by no means uniform. 
Sometimes the welfare supervisor 
undertakes the duties of an employment 

r: sometimes the employment 


or labour department takes welfare Sunlight scheme of Lever Bros., Ltd. 


- 








Staff welfare is a major factor for present day 
à management to consider. This article explains 


In succeeding issues the author, who 


Sometimes the welfare e 


e The Staff 


has wide experience in the PROFITABLE appli- 
cation of welfare principles, will detail 
specific factors of “welfare”. can be utilised 
with advantage in various kinds of businesses 


ow 








work in its stride. There is a distinct 
feeling in industry to-day that the 
personnel work should be in the hands 
of one official, preferably of senior rank, 
and that any additional appointments 
should be definitely subordinate to his 
- A welfare policy, if it is to be effective 
and successful, must animate the entire 
personnel policy of the company and 
not merely the specifically welfare side. 
Some of the activities of a welfare 
department have just been indicated, 
but there is always a danger that by 
giving specific illustrations of industrial 
welfare, one may deflect attention from 
its true object. 

Industrial welfare aims to create 
within the unit the real team spirit. 
Any executive of experience knows that 




















Magazine 
is an important linkin J. Lyons & Co.'s 
very wide welfare organisation. The 
club-room below is a unit in the Port 
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STAff 
Welfare DOES Pay 


By STANLEY TOWNSEND, LL.B. 


such is a commercial necessity to-day 
in order to secure from each member 
of the organization his or her maximum 
effort towards the progress of the 
business. 

Welfare activities are designed to 
relieve employees, as far as possible, of 
those personal anxieties in regard to 
unemployment or old age which restrict 
their effort. Many of the difficulties in 
business arise, not between employees 
and management, but between one 
group of employees and another. Social 
and athletic activities, in addition to 
their beneficial effects on health, are a 
means of liquidating such differences. 

In many firms, the works committee 
or council is part of the welfare work. 
It maintains contact between manage- 
ment and operatives which may other- 
wise be lost in large undertakings. 
Grievances, real or imaginary, can be 
brought quickly to the notice of the 
management. 


Maintains Contact Between 
Staff and Management 
Famous firms in nearly every industry 
have successfully operated welfare 
schemes for years. It is an interesting 
commentary on the question of whether 
welfare pays, that the mos? successful 
firms are usually enthusiastic employers 
of this method of promoting the well- 
being of their staffs. J. Lyons & Co., 
Imperial Chemical Industries, Dunlop 
Rubber Co., Cadbury’s, Rowntree’s, 
Austin Motor Co., Raleigh Cycle Co., 
are a few instances. 
Even in the coal-mining industry 
there are outstanding examples, 
such as the Bolsover Colliery Co., 
and Fletcher, Burrows & Co., of 
Atherton. The latter company 
took the unusual step of making 
a weekly payment to all their 
men during a national coal stop- 
page! United Dairies have a 
welfare department with a 
wide educational programme. 
Mackintosh’s Toffee even 
provides marriage dowries. 
At Sandersons, the wall- 
paper manufacturers, there 
is a medical officer and a 
(Continued on page 39) 
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ONE-MACHINE ACCOUNTING 





for the Smaller Firm 





This isa 
in this article as being capable, singly, of deali 


typical battery employed in a large concern of the 


of machine described 
with the whole of the accountancy 


of the smaller 


4 ne Machine, one Operator’ sums 
O up the most striking feature of 
our mechanized accounting 
system. In other words, every account- 
ing operation except invoicing, although 
that, too, could be done if we wished 
it, is carmed out on the one general 
purpose machine, operated by one girl 
working seven hours daily over a five- 
day week. Moreover, we do not dis- 
pense with any featur® of control; in 
fact, it would be difficult to suggest, I 
think, any figures of value in manage- 
ment that we do not obtain without 
difficulty and as a routine part of the 
work. 

We are particularly pleased with this 
general purpose machine, of which we 
have now had three years’ experience, 
because every facility promised at the 
outset has been realized. 

Moreover, in the case of our installa- 
tion, the machine simply took up the 
threads of our accounting system and 
carried on with it. Very little detail 
re-organization was necessary to effect 
the change over, but the analysis 
possibilities which were at once open 
to us with the machine aid were con- 
siderable. I now have, for example, 
our revenue figures analysed as to 
Values, Quantities, Debtors, and Credi- 
tors for 2 main products in 9 sizes by 
4 classes of trade, with progressive 
totals always up-to-date. 


The Work and the Machine 
that Does it 


The volume of work handled may be 
gauged By the fact that the active 
accounts number 5,000 to 6,000. As 
many customers order only in large 
quantities at quarterly intervals, how- 
ever, the monthly statements number 
1,000 to 1,500. The daily postings 
number about 60, and each invoice con- 


tains about 6 items thus giving an 
average of 300 items in all. 

The electrically operated machine has 
the following features: sterling capacity 
to £100,000, quantity capacity to ro 
millions; accumulator mechanism to 
total four columns, direct subtraction, 
a flexible keyboard enabling speedy 
correction of errors in setting-up, auto- 
matic column selection for each type 
of record, automatic dater, split platen, 
enabling simultaneous posting of two 
separate accounts, with tally roll for 
control figures and complete visibility 
of all entries. 


Invoicing, Sales Ledger and 
Statements 


Invoicing is done in the usual way, 
that is, particulars and prices are typed 
and items entered in one column, with 
the total extended to a second column. 
Four carbon copies are taken on 
differently coloured sheets, including 
one on a card perforated round the 
margin for sorting purposes. The sort- 


ing system) operates by means of a steel 
needle passed through the perforations, 
thereby enabling the release of cards 
clipped fer the classification required 
In this wey any desired selection can 






“Sales ave grown steadily over a 
period’ of ten years yet this one 
machine has easily absorbed the 
increased work, giving all required 
figures much earlier than by any 
previous method, and, into the 
bargain, permitting a five-day 
week to be worked successfully” 
















From 
A. J. BLACK, A.C.LS. 
Secretary: Lysol Ltd. 


(Manufacturers of Marshall's Lysol and 


Hind’s Cream) 





be made, e.g. outlet, sales territory, or 
commodity pack. 

The sales ledgers and statements are 
posted from copy-invoices, the split 
platen method being employed, where- 
by individual items appear on the state- 
ment and the tally roll but only the 
total is carried to the customer's ledger 
card, debit and credit entries being 
made in the appropriate columns 
together with the new balance 
extended. Dates are automatically 
inserted and the column selection, as 
mentioned above, is also automatic. 


This is How the Sales 
are Analysed 


Two separate analyses are carried 
out, first by 4 classes of trader and 8 
territories, by value; and secondly, by 
9 sizes of commodity and 8 territories, 
both for quantity and value. 

The first process is effected as 
follows: The copy invoices are sorted 
into territories and class of trader by 
mns of the perforations. Then the 
invoices for Class of Trader No. 1 are 
listed on a roll to the left of the split 
platen and accumulated in three 
accumulators simultaneously. As soon 
as the listing for this class is completed 
the total will be thrown out of the first 
accumulator and printed on a card 
recording sales for Class of Trader No. 
1, Territory No. 1. The carry forward 
figure on the card is picked up and a 
new progressive total extended. 

This process is appliedesuccessively to 
the classes of trader until all four have 
been dealt with. Then a “card for 
Territory 1 is inserted and the accumu- 
lated total from No. 2 register trans- 
ferred to it, the carry forward being 
picked up as before and a progressive 
total extended, 

In this way each of the eight terri- 
tories is dealt with and finally a grand 
total control card is inserted for record- 
ing the grand total record of sales for 
the day, together with the progressive 
total of sales for the month to date. 

Finally an analysis of miscellaneous 
items is carried out in similar fashion, 
except that no division by clgsses of 
trade is made. 
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(Continued from previous page) 
The analysis by 9 sizes of commodity 


and 8 territories is effected in similar 
fashion. As the invoice cards are per- 
forated for sorting by sizes as well as 
territories, a re-sort reduces the machine 
analysis to a straight listing operation 
similar to the analysis by classes of 
trader already described. 

In this analysis, however, both 
quantity and value are set up and 
recorded. During the run for each 
territory the total of value and quantity 
are transferred to each ‘‘size’’ card, and 
as soon as a territory is completed the 
total value up to that point is trans- 
ferred to the control sheet; such value 
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must of course agree with the total for 
the same territory arrived at during the 
first analysis, thus securing proof of 
correct working. A progressive total of 
quantity is similarly compiled and 
recorded on each “‘size’’ card. 

As the operator proceeds with these 
tasks she records the control card 
figures on the “Daily Sales Control’’ 
sheet so that at the finish she is able to 
see that totals of figures analysed by 
class, territory and size all agree; 
ultimately also, she proves the work 
by Customers’ Ledger control figures, 
obtained independently. 

The only possible source of error, 
apart from the remote chance of error 
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in setting up, is if the previous balance 
is picked up incorrectly. The impro- 
bability of a compensating error bei 
very high, the check thus imposed is, 
in practice, conclusive. 


Cash Receipts, Purchases and 
Finished Goods 
The statements received each day 
accompanied by cash are sorted by 
territories, and receipts are made out 
with two carbon copies to form respec- 
— the posting media and the cash 


The machine accumulates the items 
(Continued on page 36) 
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A 15-minute phone confer- 
ence between, for example, 
these 3 points costs only 
£2:3:6. Have you con- 
sidered what travelling and 
hotel expenses, as well as 
time, can be saved by usin 
the "phone in this way 


— 





though they met personally. 

The only procedure necessary is to fix 
the date and time of the conference and 
to advise the Post Office; the authorities 
will then arrange for all parties to be 
put simultaneously into communica- 
tion. The Post Office do not require 
long notice of any intended arrange- 
ments of this sort, so there is no barrier 
to calling a phone conference at reason- 
ably short notice. Simultaneous con- 
versations between points as widely 
separated as Cardiff, Durham and 
London, Exeter, Manchester and 
Dagenham, etc., can be quite readily 
conducted. The charges, compared 
with the travelling and hotel expenses 
which would otherwise be involved, are 
very small. For example, «a London, 
Leeds, Swansea three-point conference, 
made in the afternoon, would cost 
£2 3s. 6d. for 15 minutes or £3 16s. for 
half an hour. Yor a similar call made 
in the evening the cost would be even 
lower. 

In the ordinary way, for the Leeds 


Have You Considered This 


CONFERENCE-BY-PHONE PLAN? 


conference between the principal 
A executives of various departments 
e of a firm is often demanded at 
short notice. The subject of such a 
conference might be urgent, yet quite 
possibly, one or more of the proposed 
participants may at the time be a long 
way from the point at which it is wan- 
ted to call the conference. 

For example, the directors concerned 
may be at head office in London, the 
sales manager may be visiting the 
organization’s branch offices in the 
provinces while the works or produc- 
tion manager may be permanently 
located at the factory any number of 
miles away. 

Again, a head office might want its 
chief provincial area executives who are 
resident at various key points in the 
country to come together for a confer- 
ence in London. Or many other situ- 


ations may have to be met wherein 
the members are widely separated by 
distance. 

In all such cases, to get the people 
together at a common meeting point, a 
good deal of money in travelling expen- 
ses and hotel accommodation is in- 
volved, and, what is often more impor- 
tant, the time element ‘and the amount 
of organization needed has ġo be con- 
sidered. à . 

To meet such circumstances many 
business men could with great advan- 

etage use the Post Office ‘‘telephone- 
conference” facilities. By this means 
three or more parties, no matter how 
far separated in point of distance (in the 
e U.K. of course) can ‘“‘meet’’ in confer- 
ence over the phone without having to 
leave their respective offices. Their con- 
versations and discussions can then be 
carried on, without interruption, as 





and Cardiff delegates to come to London 
personally for a conference, the return 
rail fares alone would amount to about 
£4 7s. 6d. third class, and £7 6s. 4d. 
first class, apart from hotel and other 
incidental expenses which would natur- 
ally be involved. And then there are 
the many valuable hours of working 
time which would be more or less use- 
lessly absorbed by the journeys. 

To make this phone-conference sys- 
tem even more valuable, the Post 
Office, we understand, is now experi- 
menting with a new type of loudspeaker 
instrument which will enable, groups of 
people, as distinct from individual ones, 
to participate at the various points of a 
phone conference. 

We suggest that these facilities are 
well worth investigating from the angles 
of convenience, speed and expense re- 
ductions. « 
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OFFICE PRACTICE & EQUIPMENT 





Makes Desk Ruler Easy to Manipulate : 
The thin but very handy desk ruler is, after 
all, not such an easy thing for the fingers 
to move and manipulate, particularly when 
doing fine close ruling with it. Take one 
of those small rubber rings used as tyres on 
inexpensive toy motor vehicles. With a 
razor blade slice the tyre exactly down the 
centre and cement or- glue the two halves 
to the upper face of the ruler. 


An Eraser Tip: Take one oft those little cork- 
screws often provided free e With small bottled 
and screw it into one side of the eraser, 
in the centre. By means of the ring the thumb 
and second finger can then nicely hold the 
eraser, the index finger guiding it with the 
pressure just right for a narrow, neat job. 


~ 


— — — = 
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Five Ideas 
FROM A BUSY OFFICE 


To Mark Large Mailing Tube for C uting : 

The pasteboard mailing tube is a very 

useful item and is by no means finished 
with after being once used. One frequently 
finds, however, that it must be cut to meet 
the needs of shorter material again placed in 
it for subsequent mailing. ‘The | lary ger the 
tube is, the more- necessary of c course, to 
mark around it squarely — ength and 


LJ 

neatly to cut it >i oa tee ay. The 
majority of people find this a ver awkward 
job but a quick, simple and ea y way to 
mark the te be for cutting 2 is shor ywn here. 
Wrap an e velope, the larger the _ better, 
around the tube bringing the ed ves of the 
envelope squ rarely together, the ‘ober edge 
at the place on the tube at whi hic] h you wish 
to cut it for length. It is ‘very eas y to mark 
against the edge of the envelope entirely 
around the tube, This g gives you 
unbroken line to follow with a harp knife 
or old razor blade. This is a ver simple tip 
but one which surprising! y few p p ople think — 
of until the tube is pretty well hacked up, if 
not spoiled altogether for the purpose 


——— 





FOR 
THE FACTORY 


Saves Expense of Towels 
and Laundering 


Time as well as money is saved by this 
electrically heated air hand-dryer. By 
depressing the foot switch warmed air 
issues at high pressure from the two 
vertical nozzles. These two air streams, 
converging, give their highest concentra- 
tion at the point where the hands are 
placed. Thus, wet hands are perfectly 
dried in a few seconds. The cost is low; 
75 pairs of hands dried at a current con- 
sumption of only one unit. This repre- 
sents a considerable saving over the cost 
of towels and laundering. If it is required 
by the user, the warm air stream can be 
diverted from the vertical nozzles to the 
circular nozzle sho wn slightly higher up, 
for face and/or hair drying. Thg¢ units 
shown here are two of several in use at 
the Primrose Soap Works of John Knight, 
Ltd., Silvertown. 


required. 
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To Straighten Paper Fasteners: Lay a paper 
clip over the legs of the fastener. Bend the 
legs first one way, then the other, against the 
end of the clip. It will bring the halves of 
the fastener snugly together again. 


Improvised Card Sign Brush: Take a lead 
pencil fitted at one end with an eraser, wrap 
around the eraser a strip of cloth which acts as 
asort of ink reservoir and you have a “brush” 
which will execute good, clean lettering. 


⁊ 





Do you Make 
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DECISIONS that 


Help Your Subordinates 








The effort necessary to make 
a decision absorbs a high 
proportion of an individual’s 
energy. Among routine 
workers it absorbs an un- 
profitably high share of their 

* total output; but this is also 
a point to watch right up 
through the employees’ 
scale. 


Are your responsibilities for 
making decisions vested in the 
right people? 





oluntary decisions, in small as 

well as in large matters, play a 

very important part in business 
operations. In the ranks of routine 
workers, the effort of making voluntary 
decisions absorbs a lot of energy and 
results in a marked falling off of output 
when compared with the output of 
employees for whom work is so organ- 
ized and arranged that, in order to 
carry it out, they do not have to exer- 
cise their own discretion or make any 
kind of voluntary mental decision. 
This same factor also operates, in vary- 
ing degree, as the status of worker 
ascends through the ranks to the 
highest executives. 


When studying 
workers pack- 
ing boxes of 


Relieved of the need 
to “THINK” they 





mixed choco- 

saved 1hr.40 mins. | lates, the in- 
dustrial psycho- 

per day logist found the 

girls surround- 


ed by trays of sweets placed haphazard 
by the ‘runner’ who brought them. He 
found also that the girls were respunsible 
for the attractiveness of the design of the 
completed boxes and that this responsi- 
bility lay heavily on their hands. When 
the trays were rearranged so that the girls 
could follow a regular, prescribed routine, 
picking up the sweets from the trays, 
which were put in exactly the right order 
to produce a standardized result, the oute 
put showed a surprising increase, an 
average saving of one hour forty minutes 
each day. This was due entirely to 
removal from the workers of any need fore 
considered thought or mental effort. 
This operation was further developed 
by usigg a moving band so that each girl 
had only one operation to perform—plac- 
ing one sweet each tray as it passed 


her on the moving band, with no responsi- 
bility for remembering the total number 
of sweets required to make a full box and 
no responsibility for the final pattern, 
which came right automatically by the 
placing of the sweets in predetermined 
positions. 


RATE hae In clerical 

Here, thinking work, —— 
in correspond- 

by corresp ondence ence, there are 


clerks raised office 
costs 


heavy demands 
on the power of 
making quick 
decisions. One 
of the chief reasons for this is the issue of 
inconsistent instructions. In one office, 
for example, when the wrong goods had 
been sent to a customer, and an invoice 
despatched charging them to him before 
he reported the error, a ‘credit’ was passed 
withdrawing the charge. In this department 
an ‘inquest’—‘worse than any in a court of 
law’—was held over every credit passed, 
in the praiseworthy endeavour to avoid a 
similar error in the future. As a result, 
the clerks would not risk sending any item 
about the correctness of which there could 
be the slightest doubt. This caution 
involved writing one letter for almost 
every order received, since out of ten items 
on one order, one at least was almost sure 
to be inadequately described, 

One day the department, head was 
censured for the number of letters being 
written in his department. He then 
ordered the number of letters to be 
reduced, which conflicted with the ruling 
practice for avoiding ‘credits’. Immedi- 
ately a feeling of strain arose in the office; 
each clerk found perhaps five cases a day 
in which he was pretty sure what the 
customer wanted, but was not absolutely 
certain. Should he write, or should he 
risk it? Formerly, without hesitation, he 
would have written; now, he had always 
to make a decision. Each decision might 








P 


have to be referred to the department 
head, or it might merely require a few 
minutes’ thought on his own part; but, in 
the end, taking into account the effects of 
the mental strain they produced as well as 
the loss of time, these decisions were more 
costly than letters of inquiry—and they 
did not obviate the risk of sending the 


wrong parts. 


One duty of 
those at the 
head of a con- 
cern—a duty 
frequently side- 
tracked—is that 
of doing their 
fair share of 
decision making for the guidance of 
subordinates. The managing director 
of one firm used to issue a memo 
to a number of people, often five 
or six, instructing them to do some- 
thing, without making it clear which of 
the individuals was to be specifically 
responsible for the job. Each person 
would therefore telephone or visit the 
others until it was settled who was to do 
the work; and since the jobs were always 
urgent, and no person could ever be found 
just when he was wanted, an amazing 
amount of time was spent, noś in carrying 
out the task, but in deciding who was to 
carry it out. 

Some firms profess to trade upon this 
lack of decisions using the specious argu- 
ment that if they do not define each man’s 
duties too closely, then two people at 
least will make it their business to see that 
important tasks are not forgotten. I have 
seen this principle in operation, and the 
results are too often similar to the case 
I have just quoted. Moreover, a tre- 
mendous amount of friction is caused by 
the overlap, since each person concerned 
either strives to augment his own apparent 
importance by trying to add that particu- 
lar task to his recognized duties, or else 
he does the opposite, and exerts himself 
to avoid it. 


This Managing 
Director was vague 


when he issued in- 
structions 


Note: The examples in this article are 
taken from a report by L. I. Hunt, which 
appeared in the 
June issue of ‘‘The 
Human _ Factor’, 
the Organ of the 
National Institute 
of Industrial Psych- 
ology.—Eb. 
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= ANNOUNCEMENT mama 


After considerable research 
- the manufacturers of - 


SELDEX 


VISIBLE RECORDING SYSTEMS 






MODEL NO. 19 


BAR-LOCK 


The wonderful responsiveness of the 
new touch and the elimination of all 
noise in the carriage return are two 





have now successfully evolved a striking features of the new Bar- 
NEW VISIBLE Laon it ahead of ail other SANAE 
EQUIPMENT aoi N depose dae 

—the price of which will enable every size —— Wide thas ot — 


Correspondence 
and type of business undertaking to take NO INCREASE Carriage, and eye pag Plated 
of th ili * i i me e most note- 
advantage pu Sees oe IN PRICE —— e 
prohibitive for reasons of COST only 












® Send particulars of your recording requirements to 
INFALLIBLE CARD SELECTING CO. 
LTD. 
“SELDEX” Works, Hazelwell Lane, Stirchley, B'GHAM | NOTTINGHAM. ENGLAND 
KINGS NORTON 1618 ne — 

LONDON BRANCH: 24 Holborn, E.C.:——Tel.: Holborn 7391-5 BARLEY PORTANS 





“BUSINESS” KNOWS ITSELF 


HAT is probably the most exhaustive circu- 
lation (reader) survey and analysis ever 































attempted by any British publisher of business 
journals, has recently been concluded by the pub- 
lisher of BUSINESS. | 
Business readers have been analysed as to: 


Title or position 
Line of Business 
Location of Business 
Financial Rating. 

Reader-interest, reader-response, buying-ability, 
buying-power: have been determined and prover. | 
A case in favour of select restricted and controlled 
circulation and intensive reader-interest, that will | 
meet the approval of those desiring to reach the | 

buying point in British businesses, has been made. 
To any logical advertiser and to any advertisement 
agency, Business will be pleased to submit 





“The Proof of the Pudding”. 


- To its readers, Business takes this opportunity of | 
expressing its sincere thanks for their courtesy, con- | 
sideration and response to its questionnaires and 
investigations, which returned to the publisher in 
excesg of 80% of all reader inquiries made. 


BUSINESS 


The Complete Journakof Management. 
Policy & Control, Marketing, uction, Office Practice 


6, Carmelite Street, E.C.4 Central 9897 
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Launched Into 
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edges and special paper 

lining to make pipe- 

fitting easy are con- 

veniences which appeal 
to the users. 


The 1 oz. packet is of 
heavy foil, covered ex- 
ternally and internally 
with transparent Vis- 
cacelle. On the inner 
transparent covering 
the printed matter is 
on the reverse side so 
that the ink does not 
touch the tobacco. 


THIS NEW BRAND WON 


Stephen 
Tobacco 


t might, at first thought, be con- 


| sidered superfluous to add yet an- 
other branded tobacco to the many 
lines already existing and firmly estab- 
lished on the market to-day. Yet in 
April of this year we introduced Bell's 
Cut Cake, a new blend of pipe tobacco, 
e produced after considerable experiment. 
How is it that we could, with confi- 
dence (for we did have confidence in the 
venture) launch this new tobacco with 
any hope of its real success in a field 
y so well supplied? 


The Actual TYPE of Tobacco 
Was Not New 
Well, as tobacco manufacturers of 
many years’ standing, we know our 
market. „Cut cake, as a particular type 


ol pipe tobacco, we quite realized was 


By The JOINT MANAGER 


Mitchell & Son (Branch of The Imperial 
Co. of Great Britain and Ireland) Ltd. 


no new thing, so we were not going out 
to appeal from the point of view of the 
novelty of our newest line. We felt 
that there was room for another branded 
tobacco of this kind, and we considered 
that we should secure a proportion of 
the market. In 1933, therefore, we set 
to work to create a new and suitably 
attractive blend. 


To Attract Attention It Needed 
Sales Points 


We realized, that to be a success, our 
new tobacco must be something more 
than just another of the existing types. 
We knew that it must embody some 
virtues which would make it outstand- 
ing among its competitors; though to 
discover radical ‘‘improvements’’ over 
products which had already been devel- 





oped to a high pitch of excellence was 
no easy matter. 

We had, however, the advantage of 
certain experiences in manufacture, and 
we had a name to which such a hi 
standard of goodwill attached that any 
new line of ours, we were certain, would 
be well received by the “trade” and 
by the public. 

A fact that guided us in the making 
of the new blend was the fact that 
Empire tobaccos were becoming increas- 
ingly popular on account of their price 
advantage over the American product, 
and also because of the vastly improved 
quality of the leaf now obtainable. 

We decided, then, that in our new 
line we could offer two definite advan- 
tages to the users: 

I. In view of our experience in 
blending Empire tobaccos we 
could produce a high quality line 
to sell at rołd. per oz.—a price 
which we knew to be competitive. 

2. New packaging that was superior 
in style and convenience to any- 
thing in a similar line already 
existing. 

To name the new blend effectively 

and appropriately we considered an 





shows, on the left, the 


air-tight sealing on the base. 
dark cj e in the centre is a rubber $ 
The of the tin is immovable until 


to the user. . 


important point from the marketing 
point of view. We had been most 
successful on ‘‘Bell’s’’ brands (Three 
Nuns, King’s Head, etc.), so we decided 
to call the new tobacco ‘‘Bell’s So-and- 
so Cut Cake", as ‘‘Bell’s’’ would have 
more weight and influence than the 
name ‘‘Mitchell’s’’ in the particular 
market to be attacked. 


We Considered the Name to 

be Important 

A long list of brand names for the 
“‘so-and-so"" was considered and re-con- 
sidered until finally, for the sake of 
simplicity, it was decided not to use any 
intermediate name at all, but to call the 
the tobacco simply Bell's Cut Cake, a 
very easy designation for the public to 
grasp and remember. 

The packages in which we put up the 
new Cut Cake are best appreciated from 
the illustrations which accompany this 
article. They were designed specifically 
to appeal from three angles: by their 
good appearance, their convenience and 
their hygienic advantage. Experience 
is proving that all three appeals are 
successful. Incidentally, the mechanical 
problems involved in the design of these 
packages were very great, but we 
tackled them as packaging should be 
tackled—i.e., as a vitally important 
factor in the chain of successful market- 
ing, and the ultimate results, as I say, 
are more than compensating for the 
trouble originally taken. 


Only Two Sizes to Keep 
e Costs Low 

For the sake of keeping the cost of 
manufacture as low as possible and to 
assist retailers by not requiring them to 
carry a multiplicity of sizes we stan- 
dardized production on 1-oz. packages 
and 2-oz, tins only. 

The new blend was launched on the 
market in April this year, a date fixed 
to follow immediately after the Budget 
declaration. We did not anticipate any 
reduction in actual tobacco duties, but 
we considered that any reductions in 
general taxation might help us to cap- 
ture some smokers who were previously 
buying cheaper tobaccos. 


The advertising programme which 
announced the Cut Cake was in two 
parts: Press (Trade ard Consumer) and 
display advertising in retail shops. 

Full Distribution BEFORE 
Advertising Began 

An important point to which we paid 
particular attention was that of ensur- 
ing a wide distribution of the product 
before the press advertising began. At 
the same time we did not wish to begin 


distribution too long before the advertis- — 


ing, as we looked to the latter to stimu- 
late demand and move the tobacco from 
the tobacennist’s shelf before he had 
time to get tired of seeing it there. 

It has been the practice of many 
manufacturers—of all sorts of com- 
modities—when putting out a new 
brand, to send unordered trial parcels 
to all trade customers on their books 
This certainly ensures a wide distribu- 
tion, but it may also annoy many 
traders, so we preferred to leave it to 
our travellers to book definite orders in 
advance for execution immediately 
after the Budget. In this way the real 
support of the trade was secured, and 
we obtained almost as wide a distribu- 
tion as we should have done with un- 
ordered trial parcels. There is, of 
course, the drawback to this ‘method, 
that it gives one’s competitors adv vance 
notice of one’s intentions, but it does 
not give them much time to formulate l 
really effective counter- -plans. - Further- 
more, it iş preferable to other schemes 
as it enables one to give custon jers, both 
exactly 


in tobacco and display matter, 
what they want. ‘ 
The dispatch of the initial supplies 


was no small undertaking. 
be taken that all traders in the same 
district received their parcels on the 
same date, However, 
closely-set programme, and all cus- 
tomers hari supplies by the time the 
press advertising was due to start. 


Display Material Linked Up 
With The Scheme thie 
The window displays were largely 
arranged by customers themselves - a 
(Continued on page 32) 


YOUR OWN OFFICE BY 


Ca re hi ad to | 


we worked toa 


‘Do you want 


to save 
money on 
Small Printing 
JOBS !!! 


s ses s 
YOU CAN HANDLE THESE IN 
ANY 
JUNIOR WITH THE HELP OF A 


“LANGAPRES” 


PORTABLE 
PRINTING 
MACHINE — 


Æ PROVED COMMERCIAL 


PROPOSITION. THOUSANDS 


SOLD TO ALL TRADES 


COMPLETE OUTFITS 
FROM «+ 


$7:10:.0 


AS POPULAR AS A TYPEWRITER 
AND JUST AS USEFUL 


— — — — — 





Sole Manufacturers: 


LANG GLAYDEN LTD. 


BUSH HOUSE, LONDON, W.C2 
Agents Everywhere 








How long do you have 
to wait for your— 


Sales Figures for this month? 
- . . and Factory Costs? 


Every second over ten is a second that ought to be 
turned to profitable account. 


HUNG TOUR DATA >: sos 6% 
FACTORY COSTS... 
BALES a bs 6 e A 
10 SECONDS FROM YOUR RIGHT HAND. 


Send for FREE BOOKLET 508 “FACTS IN A FLASH.” 
It“ tells you how. 


hannon 


Standardized Office Equipment 


IMPERIAL HOUSE, 15-19 KINGSWAY, W.C.2 
Birmingham, Bristol, Glasgow, Liverpool, Manchester, Newcastle-on-Tyne & Cairo (Egypt) 


PRESS = LOKOJ 


BUTTON A E 
To the large number who have sent There are 400 SIZES of 


for our list, and those who have ordered GUELPH Cask—giving 
THANK YOU a range of capacities 


Because there has been an immediate response 


in orders før Bravon Loose-leaf Ledgers, and varyin g from 600 to 


no single customer has pressed “Button A” 


that the quay, srengen and witty of the | (22900 cubic inches. 
taming Seber ofan | Wouldn't one be suit- 
ga —— yet received our list please able for your product? 


We can supply everything in loose leaf from a 
single feint-ruled sheet to a Bravon Expanding 
Steelback Ledger bound in Morocco-grained 
pigskin. Please ask us to quote by return for 
any special rulings and printings. 


THE BRAVON LEDGER Co. 
Phone 93 































BRADFORD-ON-AVON, WILTS PATENT 
London Office: CASK Cepe 

76 VICTORIA ST., WESTMINSTER, S.W4 
; + S.W1 | WEST FERRY RD 
M i MILLWALL E.l4 





PHONE: EAST 0279 


T 
— — — — — 
SS | Also at Manchester, and Scotstown, Quebec, Canada 
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(Continued from previous page) 
small counter display ‘‘outer’’ linked up 
windows and the counter. Window 
dressings were also arranged by our 
dressers, a feature being made of the 
Bell trade-mark and the tobacco itself. 

All the main display items were 
carried out in imitation walnut and 
cedarwood finish, giving unity to the 
range and emphasising the quality 
appeal of the product. 

To complete the introduction a printed 
letter was sent to all our customers, 
giving details of prices, etc. This was 
on medium weight board; one half of it 
consisted of a showcard (separated from 
the letter portion by a perforated strip) 
designed on the same lines as the win- 
dow bill. This made for economy in 
printing, and provided all our customers 
with an extra showcard at a small extra 
cost, while reminding them of the 
salient features of the brand. 

I should like to emphasise that this 
nation-wide distribution was secured so 
readily and successfully for a new pro- 
duct by reason of the high goodwill 
relationship which exists between our- 
selves and the Trade as a whole. As 
a firm we hold that such a relationship 
is essential if an organization is to be 
built up. We do not subscribe to the 
theory held in some countries, that busi- 
ness can be built by the creation of 
public demand, through voluminous 
press and other advertising, to the ex- 
clusion ‘of every other consideration. 


Goodwill was More Effective 
than Stunts 

It might be worth noting that we 
secured our trade distribution, and, 
what is equally important, the trade’s 
enthusiastic support of the new line, 
entirely without any ‘“‘stunts’’ such as 
special discounts, prizes or competitions. 
We secured it by goodwill and a reputa- 
tion for ‘‘quality’’ products. 


—————_-¢ 





COLOUR PROBLEMS 
SOLVED 


Cee in colour vogue in different parts 
have always presented a problem to the 
paint dealer in keeping up-to-date. One 
manufacturer has partially solved this 
problem by an offer to exchange colours 
that sell slowly for others selected by the 
dealer himself. Three conditions are laid 
down. Black and white are not included 
in the exchange scheme; dealer pays car- 
riage both ways on orders under a certain 
sum, and the exchange must be effected 
between certain dates. 


PERFUME 
SAMPLE BAR 


A new type display stand is mgking sales 

for — firm. This is a ‘‘Per- 
fume *, complete with six atomisers 
and two detachable bulbs. Women cus- 


tom presumably choose their perfume 
e it served to them ‘‘straight from 





This }s certainly a novel way of present- 
ing pe € and has aroused interest and 
enthusiasmeon the part of the chemists. 


NATIONAL BRANDS 
Cramp My Style 
(Continued from page 19) 
merrier, he says. And that is where we 

part company. 

For there are many men in my town 
who object to wearing what nine out of 
every ten men are wearing. They pat- 
ronise my shop. And being attracted 
by my distinctive, unbranded, though 
not expensive, lines, they stick to me. 
In any case, they cannot go elsewhere 
and buy similar things because these 
lines are known only by my name, pur- 
chasable only at my shop. 

When my customers leave the town, 
they sometimes write and complain that 
they cannot get the same things in the 
town to which they have moved. 
Naturally, my post-order business 
grows larger each year. 

It is not easy. I have always to be 
seeking new ideas and looking for stock 
that the other fellow hasn't got. 


I am not popular with travellers 
representing firms whose brands 
are household names. But that 
doesn’t worry me. The travellers 
who do get my orders are quite 
happy. They get their forward 
orders in good time. Of necessity 
I cannot buy from hand to mouth, 
for I should not be able to get 
my “repeats’’ by “‘return.’’ 
Virtually no sales are lost through 

this prohibition of branded lines in my 
shop. And I can assure the manufac- 
turer that it is only once in a blue moon 
that I am actually asked for something 

name. I know that outfitters who 
do stock branded lines dtclare that it is 
they themselves who push them. 

The manufacturer magnifies the 
amount of space he has booked in this 
paper and that. He tells them that the 
advertising appropriation will run into 
so many thousands of pounds, and in 
consequence they are stampeded into 
putting down a biggish order—to the 
exclusion, of course, of the less-adver- 
tised brands. It is this insistence on 
the quality of the advertising rather 
than the quality of the goods that has 
antagonised me. 


The Brand does not Make 
‘Repeat’ Customers 
What my friends buy they must sell; 
in their case it is the branded article. 
And a man who has it brought to his 
notice in the shop remembers having 
seen it advertised somewhere. 


But when he wants another, 
does he return to the same shop? 
That is my point. He might,if he 
were still in the neighbourhood. 
But he has no need to go there 
because he can buy it anywhere 
in Engtand. The outfitter has 
made one casual sale, with very 
little goodwill attached to it. He is 
an automatic machine. And one 
machine is as good as anotlifer. 


The manufacturer may argug that 
having got the customer inte th shop 
(Continued on page 3% 
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SUPERB OAK DESK 
54x31. Normally £10,.2.6 


rnae $510.0 


Stal 


Carriage 






AN AMAZING 
OPPORTUNITY 


Here 1s the greatest collection of sale-price desks we have ever offered 
Hundreds of every type of desks are redyced far below market prices. 
Our accumulated stocks from exhibitions, branch showrooms, agents’ samples, 
etc., are all to be sold off during the next three weeks. 

We will send (to any approved customer) any desk, etc., ON 7 DAYS’ FREE 
TRIAL, without obligation! So you risk nothing, and for no more trouble 
than writing your address, you get the goods sent to your door for inspection. 
ACT NOW! r 
SECOND HAND DESKS, &c.: In addition to bargains in New furniture, we 
have ae a list of second hand equipment at low prices. WRITE AT ONCE 


of pencil your name across this advertisement—both lists will be sent by return. 
osD A LTD., 53-55, Old Bailey, London, E.C.4 
(City 3313—3 lines * 
Branch 622 Royal Liver Buildings, LIVERPOOL (Bonb 4112) 
Showrooms | 16 St. Mary's Parsonage, MANCHESTER (Blachiriars 6345) 





HOW TO TEACH BUSINESS CORRESPONDENCE 


ES 
A book brimful of ideas and methods that have secured for many teachers, directors and chief corme- 
spondents effective results in training people in the production of really efficient Business Corres 

It aims to show ‘“‘how” rather than “what” to do, panra, Sow equally valuable to the student or junior 
correspondent desirous of attaining perfection in the art of letter writing. 


A few of the various subjects dealt with . ad 


Personality in : Shaw Publishing Company, Ltd., 
Writing, Reaching the Reader, Person- - 6, Carmelite Street, London, E.C. 4. 

ality in Correspondence, Finding the : Please send me post free by return.._....... copies of “How 
Word that Sells, Punctuation, Function to Teach Business Correspondence,” for which I enclose 
of the Dash, Words to be Avoided or 38. 9d. cack in payment. 













Used with | t, Faults in Phrasing. — 

There are also Information Tests, * —— — — —————— 
Exercises and Examinations. Address . —— 
Make sure of getting your copy of this basia P O eae F 
unique book by posting this coupon Now. J.¥.s4 







THE 


IDEAL BEXEFIT OCIETY 


(Founded 1893. Registered under 
the Friendly Societies Act) 


* 


The Ideal 
Benefit Society 


makes provision for 
SICKNESS 
ACCIDENT 
OLD AGE 
DEATH 


at unequalled terms. 


Members accepted! from 
12 to jj years of age. 


For 2d. aday a Youth Joining at 

15 years of age and completing 

his membership until 65, will 

receive the sum of not less than 

£522, in addition to which he 

will have been covered for £4 
per week when ill. 


OTHER ACTIVITIES: 


n House Purchase 


Business and Professional Men’s 
Section 


Ideal Bank, Limited 
Life Assurance 
National Health Insurance 
"Special Works Scheme 


Enquiries addressed to: 


The General Secretary 


IDEAL BENEFIT SOCIETY 
“PITMASTON” 
BIRMINGHAM 13 


will receive prompt attention 
o 


BUSINESS for JULY, 1934 


co A New 


“PENNY 


- A - DAY”? 


Sickness Benefit Scheme 


mployers appreciate that it is definitely 

profitable from the economic point 

of view to make financial provision 

for their staffs and workpeople in times 

of sickness, accident, old age and death. 

There is a new scheme inaugurated by 

a well known Society designed to cover 

these requirements in a very practical 
way. 

The Society itself is well equipped for 
administering these benefits; they have 
branches, with experienced assistants, 
in almost every part of the country, 
who deal directly with the member on 
the administrative side, with the result 
that if an employee leaves the firm 
which has an arrangement with the 
Society, he need not cease his member- 
ship, but may continue on exactly the 
same terms except that if his new em- 
ployer has no arrangement with the 
Society, he will have to pay his contri- 
butions direct. 


A Brief Explanation 
of the Scheme 


The scheme is open to any individual 
of good health and character, male or 
female, between the age of 12 and 55. 
The Society enables its members to 
make substantial provision for sickness, 
accident, old age and death. These ob- 
jects are accomplished upon strict prin- 
ciples of equity, by the payment of 7d. 
per week (the employee paying one half 
and the firm paying the other half). 

Contributions are made by deduction 
from wages every four weeks. This 
amount (1d. per day) applies to mem- 
bers under 30 years of age, and an extra 
contribution of a halfpenny per month 
per annum is charged over 30, to cover 
the gradual increasing cost of the sick- 
ness risk, thus placing old and young 
members upon equal basis, as every 
member is thus paying for his own esti- 
mated sickness risk, whatever his age, 
plus the small cost of management, 
which is limited to 10% of the contribu- 
tion. 

A principle which commends the 
Society is the division of the surplus 
fund (after paying for the sickness and 
management) amongst the members, 
and the appropriation of thi8 surplus, as 
an investment in each mefhber’s own 
right at five per cent. compound inter- 
est. The surpluses are estimated to 
realize at least 25/- per annum for each 
share, so that members paying a penny 
per day may look forward, in addition 
to benefit during sickness and accident, 
to the accumulation of wealth, as fol- 
lows :— 

£ wad. 
In ro years a One Share 


member will have 15 14 5 


In 20 years a One Share 
member will have ... 41 
In 30 years a One Share 
member will have ... 83 o 
In 40 years a One Share 
member will have ... 150 19 
In 50 years a One Share 
member will have 261 13 2 
According to the estimated calcula- 
tion (which actual results have proved 
is under-estimated), the account of a 
person joining at 15 years of age, and 
remaining a member till 65 will, for that 
period, stand as follows :— 


4 sdi 

The total Contributions 

paid during the term 

named would amount 
to * abe we OT IORI 
While the amount stand- 
ing to the credit of the 
individual member in 
his own name would be 261 13 2 


Showing a net cash profit 
of — des ..@ {169 14 3 


In addition to this, the member is 
entitled whenever incapacitated by sick- 
ness or accident to 10/- per week sick 


pay. 

At the end of each year, every mem- 
ber has a certificate issued showing 
exactly how much is standing to his 
credit, and how much of the total funds 
of the Society belong to him as an indi- 
vidual. r 

Members may subscribe for as little 
as one share, or for as many as ten 
shares (rod. per day), with sick pay 
from 10/- to £5 per week, and a cor- 
responding allotment of the surplus. 
Thus professional men and others of all 
classes may subscribe for as much as 
rod. per day and cover themselves for 
100/- per week in sickness. Thus, if 
they are members for fifty years, they 
would accumulate no less than £2,610. 

Where an employee desires to take 
up more than one share, as is frequently 
done, the payment of the whole amount 
can be arranged by deduction from his 
wages, but the employer still only pays 
one half of the one share. 

In the event of a member leaving the 
company’s service, he has the right to 
choose one of the following courses :— 

(a) Either to continue Mis member- 

ship at the rate of 1d. per day 
and to pay the whole of the con- 
tribution himself, or 

(ba To continue the payment of one 

halfpenny per day and he enti- 
tled to a proportionate decrease 
* in subsequent benefits, or 





10 | Scheme 1 


the Society’s members joined 
ies before becoming acquain- 


E When they 
eir old society for the 
rere faced with the posi- 
had to wait six months 


: E The Society | 


will consider an application from any 
unemployed member to suspend his 
bership for 3 months or 6 months 
is unemployed. When granted 
m for 3 months he need pay 
one-half of the amount payable for 
diate benefit. If.6 months suspen- 
will pay the full amount payable 
mmediate. benefit. These small 
yyments secure his sickness and death 
benefit, the other benefits only being 
spended, . = When the suspension has 
: ed. he member is in exactly the 
same position as he was when he was 
first suspended 
course; credited during suspension. 


A Bird’s Eye View 


: The story puti ina nutshell is that for | 


the cost of 1d. per day—half paid by 
_the member and half by the employer— 
or a total payment of for during 50 
years’ membership, a member is covered 
_by 10/- per week when ill or incapaci- 
tated by accident; is covered at once by 
. death benefit of {10 for himself and 
's for his wife (accumulating a substan- 
nefit as time goes on); is 

a sum of money which 

awn at any time subject 

t forfeiture, or, if member- 


— SA, 


IMA NUT — 
— cies 
— * — — 
a —— — —— 


grow z obsolete. To 

— a system whose r; 
should be. | o mix i aictaphors) the eyes by many hundred 
of your bt siness, showing you the way, the daian 
warning you of dangers, keeping every- 


os — o time, a — is Sarsa 


KARDEX, 1, Leadenhall Street, I 
Tel. Mon. 392% 


a4 i — Order Rica o 
Please | send bulletins ticked/for “hand” and\for = 


Wome... — 
Address... 


ETTE TA 


and bring your Time and Costing methods up-to- 
modern business can expect to progress with. oid 
equipment. In the struggle for new business irmis wit 
Time Keeping and Costing methods will score 

vital factor and you can utilise it to the fu 

means of the G.B. System, which cuts out wast 

your profits. Send for particulars. 


GLEDHILL-BROOK TIME RE 
38 Empire Works 

















Can you remember the last time you 
WA sesame SAW a horse-bus ? A good longtime ago 
“ee ie / foe isn’tit? Yet when you walk through 
S a your accounting department, does it 
strike you that the methods used 
there might be out of date ? 









Any number of offices still rely on the 
manual system of accounting. There's 
awild rush at the end of the month to 
get the ledger accounts up-to-date; 
clerks work overtime; mistakes occur 
through hasty calculating. Statements 
go “out late—money naturally comes 
in late. 


Yet there is a system which will avoid 
all this—for the small business house 
as well as the large—the Remington 
System, It operates with accuracy, 
neatness and speed, and proves the 
correctness of every entry. And in 
thousands of offices it saves a big 
percentage of accounting costs. 


If you would like to know more about . 
it, write for particulars of the 
Remington “Low Cost” Model No. 28 
Cross Balance Accounting Machine— 
which will place you under no oblig- 
ation whatever. 





ADDING MACHINES 


= @ — REMINGTON TYPEWRITER CO., LTD. 
~ J100 GRACECHURCH STREET, LONDON, E.C.3 
Phone: MONUMENT 3333 








T this instrament 
tells you exactly 
The moisture content 
of. the air is constantly 
hanging. It affects 
the weight and oom 
dition of the products 


WALLACE CLARK & COMPANY 


CONSULTING MANAGEMENT ENGINEERS 







industrial surveys and imstalla- 

tion of management methods: 

planning, costkeeping, stores- 

keeping, budgetary control, 

executive direction and 
policies 


PARIS ss NEW YORK- 


excessive 

pre ies tae Ei excessive moisture. 

F — amidity is 
ee — on ia a — 
niioning BUSINESS, _ for fay å descriptive leaflet 

iR iek MANUFACTURING Co. 


















a the work proceeds and the total for . 


‘| ledger similar to that for the 
| materials, showing quantities 
| values by. daily totals and progres 


i out on the machine is cheque wi 
‘| by use of the typewriter attach 














Con — from page 26) nee 








each territory are posted to cash 
| analysis cards. At the end of the com- 
plete run, the second and third accumu- | 
dators provide the total discount and | 
‘net cash. : 
Purchases are journalized by the 
entry of date, name of supplier and | 
amount of invoice by class of charge, — 
posings being simultaneously made tọ 
the ledger cards by means of the split 
platen. . 
The Stores Ledger records of raw 
materials, including containers and 
packs both by quantities and value, the | 
former showing the day’s receipts and | 
issues together with progressive totals | 
to date, and the latter receipts and — 
issues with the balance outstanding. 
The requisitions on stores for material 
used in the manufacture of Lysol, 
Hinds Cream and other products are. 
analysed daily by commodities in- 
similar fashion to the sales analysis. —__ 
Receipts and issues of finished: goo 
are posted from delivery notes a 
copy invoices respectively to a stor 







































or the. month. -The posting 
tity — values Apo g 


stock is obtained in this way to. 
that no itemsego out from the $ 
without being duly invoiced, © 

Yet another function which is.¢ 


Cheques and cash book copies 
typed simultaneously on the machin 
the latter showing also the ao - 
allowed. —— 


Revenue is Controlled 3 : : 
Continuously 


it will be clear from the foregoing oS 
that a very complete daily analysis is_ 
obtained of all phases of the revenue 
side of the accounts and in addition 
| much routine work is speeded up, 
simplified and brought to a high degree 
of accuracy by the aid of the machine. 
As has already been stated, the 
accounting system was fully developed | 
prior to the introduction of the machine, 
but whereas, formerly, to arrive at the 
final figures for the month required 
nine working days after the close of the 
month, the full figures are now forth- 
coming after but five days, and of 
course analysis can be carried much 
further than before. ue 
When it is realized thit the full 
revenue position right through to. 


a | bal stage is determined in 






th, the value of the 
a > control at on 


in certain commodities, have grown 
considerably without, however, placing 
any strain upon the machine system: 
whilst upon a slight reduction of staff, 
which occurred otherwise than as a 
result of mechanization, replacement 
proved unnecessary. 

Here we have, in fact, an old-estab- 
lished business progressively building 
its sales, which has worked for the last 
ten years a five-day week with con- 
spicuous success and has a mechanized 
accounting system as comprehensive for 
the size of the firm as one could wish, 
al) taken care of by a simple card sort- 
ing system and one really versatile 
machine—an outstanding example 
indeed of a successful one-machine 
system which has proved itself for the 
smaller firm. 


o — 
NAME THAT 


MADE SALES A New All Purpose 


go how important a brand name can 


known antepe whore sia wee sot] 1 YPEWRITER ACCOUNTING 


ing headway. Rechristened ‘“Wound 


Paint’, and sold with an applicator 
attached to the cap, sales immediately MACHINE 








rose. 

“ Very fast . . . with completely aut 
es ry p y automatic sub- 
CONTAINER Fork traction and addition ... front feed carriage 
A a Well-known hasar and ab |.” andl -.« many other entirely new features . . . sim- 

nd has ted th nalyses li éo 
aro ince o a E ee Se werk .-- counts @ Se 
as non-slip, this small difference makes the P all accounting records—with or without type- 
brand stand’ out from its competitors. Cheque Writing written [description ... reduces costs ... all 
Costing executives are invited to see this development 
Dividend Work in mechanical accounting . . . there is no 
General Ledgers obligation. 
Invoicing 
Purvhese Ledgers fiese samiams s convlen moge of puna 
Sales Ledgers Billing and Bookkeeping Machines—Caiculating Machines— 
T Cash Registering Machines—Correct Posture Chairs. 
Statistics 
Stock Records urroug 
Wages 
etc., etc. BURROUGHS ADDING MACHINE!LIMITED 
Chesham House, 136 Regent St., London, W.! 
Telephone : Regent 7061 (Private Branch Exchange) :: Branches in Principal Cities 














- BENZAMIN ` 


l È LIGNWTMETER 





£6 16 0 
CASH REGISTER 


Automatically adds transactions 
and totals to £100. 


Registers any sale up to 
£9 19 111. 





Invaluable adding machine for 
stock records, petty cash, ete. 
Write for full particulars to :— 


REILLY & MARRIS LTD. 
SHELL-MEX HOUSE, ST 


LONDON - - >. we 


Correct lighting is a vital need at every 
ewe in business. But what is correct 
i — This little instrument, whigh can 
be as easily as a watch, in conjufpction 
with the scale engraved on the of it, 
indicates in a moment the correct Bghting 
intensity for any working requirement 

















‘DISPUTES 
ON PAY DAY 


USINESS hduses are eliminating un- 
paa easant wage disputes by employing 
~ LANCASTER'S NEW PAY 
VALLETS—the really efficient pay 
nuelope. Employees can check their 
oney—even. handle. their notes, without 
traction and without tearing the wallet. 
In case of a mis-count, wages can be easily 
checked without opening, the sealing being 
bsolutely secure and permitting of wages 
eing made up and. sent any distance with- 
ut risk. 

et LANCASTER pay wallets are with 
r: eedier than the ordinary trans- 
arent tovelbpe because notes need not 




















fe Free sample Wallets 
oe and Prices on request 


STER BROS. & CO. 


sh Bag and Envelope Specialists 
= Shadwell Street 
Birmingham 4 
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EAL PHOTO 
OSTCARDS 


Reproduced — any Photograph,Drawing 


“Photo Business — 250- 34 x 2% = 16/- 
All styies and sizes of Photo os quoted 
far, Send for Booklet “Real Photographs 
for all trades”. Trade Enquiries Solicited. 


-|| B. MARSHALL Myer 

























= Printers = 


NOTTINGHAM 


ie LONDON OFFICE: EXCEL HOUSE 
_ WHITCOMB ST.—Phone : Whitehall 2606 







LEISURE FOR GOLF 


«~ a Was unheard of before 
Smith got his Giedhill TH. 
He never left the shop be- 
cause of his old-fashioned 
cash checking system, and 
even at closing time he had co 
spend hours “cashing-up”. 
Now he can leave even for = 
holidays. without worry 
cause he knows his —E 
Till safeguards bis profits by 
removing temptation. and _ 
—— — for every penny 









mee 


O WALNTENANCE SUPT: 









item of 
Equi pment 
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ita et SEESE OEE 
reer tnt Piet ae bee PLC 
Teale twat tale tale 
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wr bela REIED LIRIS r E er tat ets 
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Time spent 


Fig. 3 


bility of fulfilling the sudden demands 
heehas made, he learns to foresee the 
maintenance needs of his equipment, 
and, what is more important, he learns 
to train his personnel to foresee them 
and to appreciate the importance of 
thinking in terms of avoiding repairs 
instead of waiting for breakdowns to 
happen. 


results to be achieved. 

Reorganization of the maintenance 
and repair shop invariably results in an 
increase in its rate of output. 
relatively short time the shop finds it- 
self with a shortage of work. At this 
moment the maintenance chief must 
propose to the production departments 

e all. their equipment 
and make check-lists of all minor repairs 
which might be made without interfer- 
ing with production, and especially of 







points where some timely maintenance 
| | attention might prevent a later break-.. 
down. In every shop such examinations — 


bring to light a mass of small points for 
attention, many of which are unimpor- 


tant at the moment but which, if 
| unattended, contain the seeds of future 
| emergency repair orders. 


This induces a new inflow of work to 
the maintenance shop. These check- 
list jobs, none of which can be claimed 
as urgent, are all analyzed, scheduled, 
and carried through in orderly fashion 
according to plan. As this work nears 
completion the maintenance reorganiz- 
ation can enter its final stage:— Intro- 
duction of methods of Preventive 
Maintenance. 


These Forms are the Basis 
of the Scheme 


Preventive maintenance calls for 
study by producing-department heads 
and by the maintenance-heads of every 
item of equipment and the drawing dp 
of classified lists stating for each 
machine every point of wear or ad- 
justment which should be periodically 
inspected. These lists may be estab- 
lished for daily, weekly, monthly, or 
sometimes Tiea —— 


Plaase note results of my inspection — — date) 


| Charge: “Good “ m 
Details | No. Condition| spent) or to be made 


DAILY MAINTENANCE INSPECTION SHEE? 


This change in shop-thinking 
on repairs is one of the most profitable 


in at once to the maintenance-heac 
In a. 








‘but he doesn’t often succeed. And _ be 
‘sides the customer seldom asks f 
thing: by pame; it is the retaile 





When 
















Rapaire madel time 





order in which the tour of inspecti 
should be made (fig. 3). These sheets. 
are then issued to one or several com 
petent men in the maintenance perso = 
nel. : 
These men , have the responsibil 
making the periodical tours 
tion, and either making the 
repairs or reporting those wh 
be made on the spot. For ea 
of visit they report their observ: 
on the sheet, sign them and turn. 


















acts on them as necessary. oe 

As for allocating responsibility fi 
expenses of these preventive ma 
ance visits, in practice it has bee: 
best to give the maintenance 
ment full authority to ex 
allocate the expense. of) smal 
while bringing,to the attention 
shop-head the larger and mo 
repaire and obtaining a repair 




















À “The results of the above-o 
methods are quickly evidenced. 
the repair shop completes the surp 
work arising from examination 
equipment it finds itself with spi 
capacity. As preventive mainten 
— effect the importance of 
jobs diminishes and their Goume 
or later stabilizes at a definitely- lowe 
level. It then becomes possible t 
reduce the size of the maintena 
department in keeping with the low 
demands upon it, always allowing: 
course a small margin of security. 
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NATIONAL BRANDS 


(Continued from page 33) 


for the branded article, the retailer can 
attempt to sell him something else 
well, So can the tobacconist when a 
man goes in for a packet of cigarett 













Avart sort of customer—the i 
— who flits from 8 


i sequence every book is a 
e”’ record without time- 
í 


s; you could gain time and | 
'ROBIN” Looseleaf Books. 


BIN” Looseleaf Book with A-Z 
dex and 200 leaves ruled stock record 
double ledger, sent on seven 

pproval, for 9/6 post free. 


and at 30 Old Jewry, London, E. C.2 | 


Prin Your Own 


| — TICKETS 
THE 


Wi 


( These Outfits meet the 

increasing demand for a 

_ Simple and efficient appar- 

atus by which the merest 

novice is able to produce 

_ the most ARTISTIC WORK 
- with ral PERDON 


Write for illustrated — 


On top of 


use your ‘stock Pi — | 
To your ultimate suc- | 


nd “differ , nt’, 


And speaking of profit brings me to | 
ider another bugbear of the | 
The manufacturer adver- | 
pail price, which is good for | 
the public, but the retailer gets a bare | 


what I con 


334, and sometimes it is very bare. 
Exorbitant profit is no good to any- 


age. 

You stock Aertex underwear, Van- 
tella shirts, and Van Heusen collars. 
All of them excellent products. 
your profit is limited to the maximu 
of 33$ per cent. You are compelled * 
order a quarter of a dozen of the shirts, 
otherwise {sey “dock” 
fit. And ig 
are chargec 
1s. 3d., wh hi is less than 334 per cent. 


carriage an postage. 

When a 
you say: 
its kind, gr. 
the “Burb — 
“Dexter” 
make for 
preference. 


— proceed to name | 
r “Aquascutum” or | 
r Dunlop” , or any other | 


| as — 2s of TR pro — your i 
| own — ney into mer oannise and 


8 yourself. if done 


will Dead Look at Austin Feed. 


Welfare DOES Pay 


(Continued from page 22) 


dental clinic. When the clinic 


found to have defective teeth. 


ted : 


in either case you pay | 


an comes in for a raincoat | 
‘ This is the best raincoat of | 


which you have a personal | 
You are assisting the ad- | 
vertising of one of these firms at your | 


, proper- 
ly your reputation as an original hosier 


opened, 75 per cent of the juniors were | 


| just a leccer-mand one sof man a i 


| Ss: esman 


body, but | personally prefer a margin | 
that anyhow covers carriage and post- 


| Just a sheet of paper, but i it 
some more pro- : between you and more- 

the case of the collars you | 
tos. 6d. a dozen, to sell at 


yours Is not letting you: dow 


beitters end | 


—— 
* 


—— * 


si — posts i re — 

sizes and meshes? Send for Lim 
PARKER, Winog : 
Fenciag moar actors, Biri 

Bira Bt, pied 


Obviously, only the larger firms can — 


employ a 


employmen! manager, but 


welfare supervisor and ang 
there are |} 


many companies which are not even |] 


justified in aaving a full-time employ- |] 
it isi] 
common for ‘the secretary to undertake | | 
‘There is no reason why the E 
secretary should not also be responsible | | 
especially if he || 
ne services of a keen com- | i 
mittee and hon. secretary to look after | | 


ment mani zer. In such cases, 
the duty. 


fog welfare’ activities, 
can enlist 


the social and athletic sides. 


slowly introduced, 


e simple and unpretentious |} 
methods by which an improved atmos- | 

phere may even | | 
Li From these | j 


Model 11 1716 


Prints Ledger Posting 
and Statement 
simultaneous 


Slightly used 


Write Box B,J ay 
6, Carmelite St. re 














The unique green blotting with 
big price saving 

} 17h xX2ah 

t Ream 6/6, i Ream 12/-, 1 Ream 23/- 
Carriage Paid 


i ` Send for Samples TO-DAY 
IT WILL PAY YOU 


LANCASTER BROS. & CO. 
5 Envelope Specialists 
Shadwell Street, a $ 


























"For the 

first time... | 
all the information needed to bring | 
_ production under cost control... 
Concentrated in one volume: 
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HANDBOOK 


Been | Seorrons. -Statements and. Reports—Production 

4 and Expense Budgets—Factory Organisation— 
Measurement of Factory Performance—Production 
oe ano Control--Simplification and Stan- 
dardisa Purchasing-~-Raw Materials Esti- 
mainen inventory Control and Storeskeeping-—~ 
Job and Method Standardisation—Rate Setting- 
. Ancentive emer a Fe and Payroll Pro- 
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ae Publishing Co., Ltd. 
inery 
2-S4,tigh Holborn, 
*55 it 
Please send me COST AND PRODUCTION 
HANDBOOK, for Free Inspection. I will either 
‘return it in five days or send ys. in. ten days and 
` 5s monthly for six months, paying in fall 35s. 


< This offer — ta the U,K. only 
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‘Industrial Psychology Applied to the 


Office, by Raphael, Frisby, and Hunt. 
(Pitman, 38. 6d.) 

This useful book consists of three 
lectures by members of the staff of the 
National Institute of Industrial Psycho- 
logy. It deals in practical detail with 
the important aspects of the successful 
organization and administration of the 
modern commercial office and its staff. 

The lectures show the application of 
the principles of industrial psychology 
to the work of the commercial office 
and embody many ideas and practical 
methods evolved by the Institute. 

The selection and training of the 
office staff, the internal economy of the 
office, staff morale, and the ‘“‘will to 


| work’’, are subjects which receive full 
| and comprehensive treatment. 


Under 
these heads the great majority of 


| problems encountered in the office come 
į under review, and practical methods and 


systems are suggested for their solution 
and most efficient handling. 

This book is of great importance to 
directors, office managers, company 
secretaries, and departmental execu- 
tives, upon whom falls the important 


| task of dealing with office organization 


problems. 
Money Sense, by Horace W. Davis. 


=| | (McGraw-Hill, 12s.) 
' Regardless of his profession, money. 


is the basic thing in a man’s life. H 
he fails personally itis unthinkable that 


-| he can, by any legerdemain, successfully 


administer the money of others in any 


class of business. 


It is with this consideration in mind 


| that this book has been written. 


As head of one of the best-known 


corporations in the United States the 
į | author is well fitted to deal with his 
“subject. He has set out to explain and 
| emphasize the importance of personal 


integrity and economic intelligence in 
the life of every man, whatever his 
status in business. 

The book is really a course of training 
along these lines, a course based on 
many years of experience and special 
study of the training of young men for 
executive positions. 

Here are some of the chapter head- 


ings: “Your Money and You”; “Ac- 
quiring Money”; ‘Knowing ‘Where 
Your _ Money Goes’’; | Self- Depend- 
ence’; “Buying Things” a Ways to 


Lose Your Money”’; “Your Econoygiic 
Foundation”; “Order Through Budget- 
ary Control’; ; “Speculation”. 

In brief, the book aims to help young 


men in whatever business they may 


adopt, to provide themselves with 


{| earnings sufficiently ample to afford 
4 brea she. comforts and fine things: = 


m Fashion Drawing, age ‘Dora 
-ando W., — Mas 
6d.) 





| Shakespeare. 


pletion of your most valuable contri- 



















Accountancy, by ckles 
F.C.A., A.S.A.A. Hons. (Pitman, 153.) 

This is an authoritative and complete 
work (1,350 pages) for every member 
and student of the accountancy pro- 
fession. The author has had many 
years’ experience as a tutor, lecturer 
and examiner, and is well known as a 
successful coach for the profession. The 
ideas and methods used by him in his 
successful work are incorporated in * 
book. 




























Trade Associations, by W. J. Donald. 
(McGraw-Hill, 24s.) 


Although this book has been written 
for the American business man, there 
is much in it of interest to those in this 
country interested in trade associations 
and movements of that kind. * 
organizing of an association,- the 
required to produce results wit 
making the association an expe 
burden, the equipment necessar 
efficiency combined with economy 
all matters which can be run on 
same lines the world over. 
Donald says in his first chapter: 
ciples of management are reco 
having a well-nigh universal y: 
applicability”. Applications o 
ples may, however, vary @cco 
the conditions in each particul 
tion, but we can consider that 
ject has been covered so thorough 
exhaustively that all the infor 
possibly required is contained. : 
four hundred odd pages in this E 9 




















Cost Accounts, by L. \ 
Hawkins, F.C.A. (Gee & Co., t0 

We have been asked many time 
book on Cost Accounts which ex 
in general terms the principles relating 
to the ascertainment of manufacturing 
costs. Here is a book which we can 
recommend to our readers, explaining a 
system of costing suitable for engineers, 
builders, contractors, printers, furni- 
ture manufacturers, and vehicle 
builders. The book is illustrated. by a 
set of forms, which are specially bound 
in such a way to make reference easy. : 





The Logic of Industrial Organization, : 
by P. Sargant Florence (Kegan Paul r 
108. z6.) — 

‘The “Speaker's Art, by wii 
(Putnam, 2s.) 

Of this book Henry Ainley writes: 
“I was-delighted to hear of the com- 
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YOUR TELEPHONE a 
COST YOU LESs 


But what about other heavy taxation levied 
on your business ? 


By 
THOMAS DIXON 


p= profits of the Post 

Office for the past year 

are put at over {12,000,000. 

That, of course, is simply a 

tax of {12,000,000 on the 
community in general—the 

most heavily taxed commun- 

ity in the World. Some of the tax is 
to be remitted—not a moment too 
soon. From October next you will 
enjoy the benefit of a big reduction in 
your telephone charges. That is all 
to the good. It is a long-delayed 
reduction in taxation. Every penny 
of profit made by the Post Office is 
simply taxation. 

There is, however, another tax on 
your business that won't be lessened 
by the cut in your telephone bill. The 
telephone tax is a government affair. 
Nothing you can say or do will alter 
it. But there is one form of taxation 
which you can, if you wish, reduce 
for yourself—and reduce very materi- 
ally—probably 50%. 

Have you ever totalled up what 
your business correspondence costs 
you? If not, do it at once. You will 
be surprised, 

Take the salaries of your shorthand- 
typists, the cost of desks and chairs 
and typewriters, of heat and light 
and floor-space—all information which 
your accountant can give you in an 
hour. Take into account also—it is 
vitally important—the time you spend 
personally in waiting for a shorthand- 
writer when you want to dicta@e, in 
waiting for her to “‘catch up’’ when 
you talk too fast, in the delaf and 
irritation caused by correctipg errors 


due to hastily written shorthand. 
Perhaps you can’t express them in 
figures, but I can tell you from wide 
experience that they amount, on an- 


average, to one hour in every working 


day. 

And when you have got the entire 
bill before you, try to get this fact 
into your mind: “I could save half 
of that amount every year: I am pay- 
ing twice as much as I should for the 
correspondence necessary to run my 
business.” 

That ig plain demonstrable fact 
The remedy lies in your own hands 
You can cut the bill in halves if you 
wish. 

The Dictaphone will do it for you. 
Consider first your own time 
Because The Dictaphone is always 
ready for work and you always work 
alone you will work faster and better: 
there is never any delay when you 
want to di¢tate. That means an hour 

> re A Ty: 
a day to*the average executive. If 
The Dictaphone did nothing more that 


while’. 
But it does a great deal more. It 


doubles the output of every shorthand- , 


typist you employ—saves half her 
salary, half the cost of her typewriter, 
desk and chair, half of what she costs 
you for light and heat and floor space. 


For the salary you pay her 
now you get twice as much 
finished typing—and finished 
typing, not sitting at your 
desk “‘taking down’’ in short- 
hand, is the true measure of 
her value to you. 

You may have one shorthand-typist 
in your employ or hundreds. The 
percentage of taxation to be saved 
holds good: whether the number be 
one or a hundred you still save half 


the cost of your business correspon- 


dence if you dictate to The Dictaphone. 


How long are you going to allow 
an obsolete method to levy a 
heavy tax on your business ? 

Let us show you how to save that 
50% tax. Send the coupon to-day 
for a free copy of ‘‘Progress’’. 

The Dictaphone Co., Ltd., 
(Thomas Dixon, Managing Director), 
Kingsway House, me « 
Kingsway, LONDON, WEC.2., 
and at Manchester, Birmingham, 
Glasgow, Liverpool, Bristol, Leeds, 
Newcastle-on-Tyne, Dublin. j 


Post this COUPON NOW 


one fact alone would make it ‘‘worth . 


Please send me Free Copy of 
“Progress” 


Name ......... 


Address .. 





OUR staff can’t accuse the clocks in your establishment of being wrong— 
they're Smith’s Electric type. Their infallibility i is. o Operated 
from me A. C. —— mains, — are — fast. nev “J 


— cost of — than a shilling per “dock a 
so promotes efficiency and punctuality. Have ‘Smith 
| many suitable wall or mantel models—at convenient points in your offi 
3 —— or factory and encourage your staff to have them at home.. In your ow 
tat g1 London , N.w,2 tOO, they will completely cut out time-keeping worries. 2 . 


IN TO GREENWIC H oi a 


` SMITH’S ENGLISH 


|| SHAW'S STANDARD REFERENCE wo 
: A GREAT REFERENCE SERIES | 


The high- prestige and wide distribution of Shaw’s Standa 
Reference Works are unique in the Publishing world. 
Volume is produced in co-operation with Official Bo 
whose authority in their respective fields is unquestion 
and with the Advisory assistance of independent exper 
whose names need no introduction. ee 


RECENT PUBLICATIONS: 


THE AUTHOR'S AND WRITER'S _ a 

| WHO'S WHO — 

ouvee PURPOSES Y.M.C.A. WHO’S WHO AND ANNUAL 10/6 
es WHO’S WHO IN CONGREGATIONALISM 10/6 _ 
— THE BAPTIST WHO’S WHO 10/6 


In Preparation For Early Issues 


THE QUARTERLY WHO’S WHO 

AND RECORD 20/- 

WOMEN’S WHO'S WHO 20/= 

WHO'S WHO IN SPORT 20/= 

LIGHTNESS THE METHODIST LOCAL PREACHERS’ Ls 
who's WHO > 12/6 

POST THIS COUPON . ; 


Oliver Typewriter Manfg. Co.Ltd. Please sh full particulars of the 


— 80 Gloucester Road, Ce | 1 Shaw Publish hing Co. Ltd. 


PRICES ARE NET C.O.D. POST FREE FROM 





Our — ve MORE THINKING and Less Supervision a 
by E M. corr ER 2 


Do You WATCH hese Management Points? = >» — C wW. — 
| * Managing Director: Barir 
A Family Stranglehold Was On This Business a 


World Trade PA re HY, British Trade IMPROVING The — Ye 
The Broader View = z : 7 . by ROBERT R. l 
New Books for the Business Man = = = = mow 


ARKE TING Should Slesmen | 
lling, Advertising —— Director: Chas. — s 


A Two-Purpose Business Card “ 


PRO U CTION This Warehouse § Se 
“quipment , Methods 


Try this DICTATI K JN BY NUMBERS Plan 


What the MODE tN OFFICE Should be - 
l Vice-Chairman : B.A. Ltd. tt. 


— Published by Shaw Publishing Co. Ta. 6, Carmelite St., London, E.C.4. Telephone: Ce 
‘Subscription rates:—15/- a year post free, United Kingdom and Continent; 20/- a year post free, Overseas. Sing 
Be pow | free 1/3, United Kingdom and Continent: I k Overseas, All rights ot translation and reproduction iotiy 
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in striped designs I: p 
ar plain ahades | 


















With i EGRY den Fem attachment fitted TY PEW 






| OU > 
| de your am, typewriter, and accommodating O W N 


EGRY CONTINUOUS STATIONERY, your operator | — ae 
is enabled to produce almost twice the amount eee f Er. 
| of work through the convenience and speed of : : : 
_ operation afforded by this inexpensive device. 
| All unproductive effort is eliminated, the 
_ | carbons and forms are fed automatically in 
į registration into the typewriter platen. 
_ Made to fit all standard makes of typewriters 
| agd accounting machines, it snaps on or off in 
_ a second, thus the machine may be used for 
į ordinary purposes one moment, and converted 
= | into a Billing machine the next, for handling 
_ Invoice, Delivery Note, Works Order and other 
- multiple sets of forms, : 




















Ask also for particulars of the 
- EGRY MANIFOLDING REGISTER 
— FOR HAND-WRITTEN FORMS 


EGRY Lro 


WARPLE WAY, ACTON, LONDON, W.3 
* "TELEPHONES: TELEGRAMS: 


SHEpherds Bush 3377 (3 lines) EOK TAAR 4 






















For Continuous and Efféctive Advertisin, 
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SYSTEM. 









-because ‘* System” Desk Calendars, — 
with your business announcement, printed . 
— mreta prominentiy, but unobtrusively, on each 
tee Daily Sheet, will keep your goods or 
imines service beforelthe notice of customers or 
aruia prospective’ customers every hour of every 
Si SO working day throughout the whole year. - 
Being of exceptional utility, they are 

assured of preservation and regular use, 
and: as they command mere frequent 
reference than any other article of desk — 
equipment they constitute the best form 
of continuous publicity at a minimum cost, _ 


, COUPON —_ 
Te SHAW PUBLISHING CO, LED, 
6, Carmelite Street, London, BO i4: 


. è Without incurring any obligation I would Hke ns 
Without @bligation? 


Fill in and Post the to have your quotation for ..0 ccecce | 

coupon opposite henson System Desk Calendars for © 

and you will receive advertising purposes. r 

a quotation that W 

will be agreeably ee | o 
sd sali Se 

















__ “BIZADA" is the original British Visible System, and 
ee has been on the market 21 years. As manufacturers 
~ Selling direct to users, we have learned to anticipate the 
_ public's requirements. Our experience costs you 
nothing.» May we help you? 
a. Accounts DEPARTMENT, To keep better and quicker 
ledger records. — 
3 o Works Orrice, Control of stocks by means of visible 
gs SALES DEPARTMENT. Customers who are not ordering 
kept constantly under notice, 


: ® 
Write for further particulars, No obligation—obviously, 
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FOR CATALOGUE No. B.201 


This r2pp. Catalogue illustrates the full 
range of Constructors’ Patented Steel Cycle 
Parks, together with details showing how 
to plan a Cycle Park, what it will cost, and 
how to order. A number of illustrations of 
interesting installations are also included. 
If you have to provide accommodation for 
either ten or a thousand cycles you will find 
in its page#information of the utmost value. 
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= ERDINGTON, BIRMINGHAM 


CONSTRUCTORS LIMITED 


The Manufacturers of Steel Equipment 
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Cycle Park installed at 
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No margin of error 


is possible with the wonderful ERICSSON LOUDSPEAKING 
INTERCOMMUNICATION TELEPHONE SYSTEM 
installed. 

You speak to your man and he answers—as clear as a bell—as 
though in your presence..... no more misunderstandings,} no 
more wrong decisions. 


You need only speak near the handsome master-station micro- 
phone, naturally, without raising your voice—and speak to one 
executive or fifteen. 


Here are the outstanding advantages :— 


1, Get through instantly to any 2 Hold a conference without a 
* department without dialling, * single executive out of his 
without calling a switchboard, department. 


holding an earpiece or speaking 
into a mouthpiece. 4 If necessary the Loud pgm 

Hear their replies ALOUD— ` can be switched off so that 
3. keeping your hands free. only yourself need hear replies. 
5 Right - of - way over other 


* conversations, 6. FULL SECRECY. 


Can you afford 
to be without 
these unique 
conveniences 
and advantages? 
Why not get in 
touch with us? 
Ask for full 
particulars of 
our moderate 
RENTAL 
MAINTENANCE 
or make an ap- 
intment for a 
ree demonstra- 
tion AT YOUR 
ADDRESS. 


MASTER STATION 


ERICSSON TELEPHONES LTD. Telephone : 





67-73, KINGSWAY, LONDON, W.C.2 EM)Lborn 3271-2-3 





LOUD SPEAKING INTER-COM- 
MUNICATION TELEPHONES 


is ti be ai 
SORTER GRAF 


speeds up routine 
sorting of 


Correspondence, Invoices, 
Orders, Sales Duplicates, Stores Requisi- 
tions, Job Tickets, etc. 


SORTER GRAF saves because it simplifies. 
It applies the first principle of fast 
and accurate sorting— fewer handlings. 


SORTER GRAF gives immediate and 
continuous availability of material passing 
to the filing, ledger posting, statistical 
and other departments. 


SORTER GRAF 
can be applied to 
your own busi- 
ness. May our 
PORTADO nERIVS 
call ?}—without 
obligation, of 
course | 


THE 
SORTER 
GRAF Co. 


BUSH HOUSE 
ALDWYCH, 
LONDON 
W.C. 2 
Temple Bar 1471 








Fanfold’s 
Labour Saving Stationery 


Systems 
& 


ELIMINATE UNPRODUCTIVE LABOUR 
IN HANDLING YOUR MULTIPLE FORM 
WRITING 


Ask us to prove to you that we can 

save you £1.6.8 on every 1,000 | 

Multiple forms completed in your 
office 





SPEEDOFORM | FANFOLD | TRANSKRIT 








NORTH CIRCULAR ROAD, LONDON, N.W.2 
Telephone: GlAdstone 5477 
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CONTROL 


MORE THINKING 
LESS SUPERVISION 


That’s Our Management Policy 


By E. M. COTTER DAVIS 


Horstman Appliances Manufacturing Company 


ndustry is creating an immense num- 
ber of non-producers who are part 
and parcel of the army of pro- 
ducers. The workman who under- 
stands that he is made responsible for 
his job ought to require very little 
supervision. 

Take a group of ten men. If they 
will produce as well without a foreman 
as with one, then it is better for every- 
body in business that there should not 
be a foreman, for that foreman’s wages 
must come out of the wages of the ten 
workers. It means that the manu- 
facturer’s overhead will be consider- 
ably increased. Moreover, there are 
ten men who might easily be the richer 
from higher wages if money for so 
much supervision was not withdrawn. 

Dealing fairly and squarely on a 
give-and-take basis with those who 
work with you is by no means all 
there is to business, but I do say that 
unless this kind of relation exists, 
nothing else counts for much. 

Here are some of the practical points 
about men that I have learned in 
many y ars of executive experience. 
What I have learned is elementary. 
of any importance that 
is elementary. Further- 
more, what I have learned applies to 
an organization of three men as truly 
as it applies to one of 10,009, for I 
have noticed that the small business 
often carries the larger percentage of 

necessary overhead expense. 

_ There used to be a nption, and 


probably it still exists, that once a 
man becomes a proprietor—once he 
“fowns the show’’—it is somehow the 
duty of the business to support him. 
That is, the proprietor transforms 
himself from a useful worker into a 
useless bit of overhead. I do not 
suggest that this is by any means the 
rule, but there is a tend@ncy that way, 
particularly in small businesses. 


Too Much Directing Lowers 
the Works Standard 


I am thoroughly convinced that there 
is too much directing everywhere in 
industry and that in consequence we 
are producing a race of workers who 
are afraid of responsibility, who are 
afraid of thinking out their own tasks, 
and want to be supervised and 
directed in the most minute detail. 
We employers frequently complain 
about this. We say that our people 
will not do anything they are not told 
to do. It is true that they will not, 
but the fault is with management, and 
not withthe worker. 

* I have seen the ridiculous case of 
one man and one man only, working 


These views as to the effect on 
work of closely applied supervision 
are open to controversy. In pub- 


lishing them BUSINESS does ‘not 
necessarily endorse the author's 
opinions. 





at low wages with another man super- 
vising him at high wages, 

This sort of thing is very serious 
from several angles. It increases the 
cost of the work, and therefore de- 
creases the amount of work which can 
be done. Also it decreases wages, and 
this again decreases the number of 
people who can afford to have work 
done. Finally, it actually lowers the 
quality of the work—which is a point 
that is not recognized by a great 
number of business men. 

We think that intensive supervision 
and inspection make for better and 
more careful work. In fact, they 
make for exactly the opposite. A man 
or woman working directly under the 
nose of a supervisor is relieved of all 
responsibility for the work. That is the 
sole reason for putting the supervisor 
there. And so the attention of the 
workman shifts from the work to satis- 
fying the man over him. The supervi- 
sor in turn wants to satisfy the man 
over him. The work then becomes 
secondary to the desire to avéid blame 
or censure. 

Of course work is “i ted’’— 
indeed its entire quality is left pretty 
much to the judgment of an inspector, 
but I have yet to know an inspector 
whose work did not in the course of 
time become purely mechanical. s 
the net result of these elaborate and 
expensive provisions for good work is 
that nobody is directly responsible. 
Everybody dodges the responsibility. 
















main attention shifts 
ing the supervisor. 


‘A man or woman working under close scrutiny of a superior 
feels relieved as to’ responsibility for the work. His or her 
3 from the actual work to merely satisfy- 
The quality of the work becomes second- 
ary to the desire to avoid blame or censure. | 


“Industry's loss thus is two-fold —(I) A tendency to inferior 
work, and (2) Heavy costs from high wages paid to an army 


of non-producing supervisors. 


“In qur firm we have no non-producing supervisors ; we prefer 


the system of working 
~ points only. 










Removing the Responsibility also 
Removes Pleasure of Work 


About the worse thing you can do to 
man is to take away his responsibility, 
en you take away what pleasure 
y find in his work, and eventually 
et a sheep-like man who cannot 
for himself in or out of the shop 
1st be directed like a puppet on 
wee 

In our offices and works we have 
en trying to educate men to use their 
ains and their ability to think and 
ork for themselves by gradually de- 
creasing the amount of supervision. We 
have made it very plain to every worker 
hat it is the quality of the work that 
its-—-that it is not enough to go 
‘hrough the motions of working merely 
to satisfy a foreman or a supervisor. 


Left to it, the Worker does « 
` @ Much Better Job 


We get much better products as a 
| result. of abolishing intensive supervi- 
= Sion. -The man at the bench knows 
_ whether a piece of material is right or 
mot, and if it is up to him to decide, 
¿o his judgment can be relied on. But 
fit is no part of his duty to use judg- 
© ment; then it is human nature for him 
-tatake what comes to him, passing the 
responsibility fpr a decision on to the 
<o inspector. 
do nos know how many inspectors 
we should have to-day were we still 
following the methods of 10 years ago, 
but I do know that we should have at 
least fou? times the number which to- 
day we find quite sufficient.. In wages 
and costs alone this means an enormous 
economy. 
More than this, practically all of our 
supervisors are workmen as well as 
— — 



























foremen and forewomen at essential key 
point: We get better work, smoother co-operation 
among the rank and file, and lower costs.” 





Why We Prefer to have 
Working-Foremen 

The first-class working foreman will 
never get that sort of an answer, be- 
cause, if he is fit to be a director, he 
is showing his worth as a workman 
every minute of the day. We have 
working foremen not only because by 
their production they lower the cost of 
supervision, but because by being ex- 
pert workmen themselves they are 
better able to keep their own people 
in hand. 

The best way to save cost is to save 
where unnecessary costs are being 
created—to reduce the army of super- 
visors—to select good workers in the 
first place, then to put them on their 
merits and let them boss themselves. 

The best Way, where the job is a 
small one and there are only a few to 
do the work, is for the supervisor to 
work with the men. Let him take up 
the tools, or whatever it is, and he can 
do more ‘‘supervising’’, do more good, 
and save more money, by himself show- 
ing the men how to do their work easily, 
and how to do more of it, than he can 
by standing around, generally finding 
fault, and making the men in the plant 
uncomfortable and unhappy. 


We Want to Pay High Wages 
If We Can 


This whole matter of paying wages 
has always bothered me, for high wages 
~-which are the only kind of wages I 
like-—cannot be paid simply because one 
wishes to pay them. They have to come 
out of the work, and the psoblem of 
management is to see that they» do comé¢ 
out of the work. 

But in a highly competitive industry, 
euch as ours, it is difficult to keep wages 
up, in spite of the fact that we have 
large capital resources and maintain a 


line of distribution which cuts out as info 
_ Many intermediate profits and wastes as- scl emes as. 
_ that our business is constantly shiftin 



















Because the problem is hard, that is _ 
no reason for dodging it, and we have 
gone about its solution in four general 
ways: first, by increasing the effective _ 
power of the worker through the use of _ 
efficient machinery; second, by cutting - 
down non-producers; third, by increase _ 
ing the buying power of the wage; and | 
fourth, by distributing a bonus at the | 
end of the year. — 












i nly competitiy 
market, for it does not get into the pric 
of the goods. But this is only possibi 
to any extent with very large concerns 
which can offer such things as low 
price medical services, run their own 
provision and food 







, by the averag 
firm — 







The principal item of expense for any : 


working man is the cost of food, To 
meet this problem for our workers, wẹ 
have certainly established restaurants it . 
connection with our factories. These ce 
restaurants serve regular meals every 
day for a minimum price. — 
This factor at least helps to lower the 
cost of living of our employees. | 
When supervision is cit down and 
employees are using their brains and En 
initiative, a bonus on output is an exce 
lent incentive, even thou Ae 
methods of payment ar 
ourselves 










MANAGEMENT - CONTROL - POLICY 


Do YOU WATCH These 
MANAGEMENT 


POINTS 
? 


usiness men cannot be reminded too 
B often of the need to re-adjust their 

businesses. Changes in conditions 
and public taste which to-day come 
quickly, and often without warning, 
make it imperative to be ever watchful 
and to keep a policy of management 
which is flexible to a degree. 

We all assume comfortably that we 
are doing so, but few of us, in a close 
examination, would find that every- 
thing possible was being done in this 
direction. No sane man will let matters 
slide, but each individual has his own 
idea of the heads under which an over- 
hauling should be made. The five 
points given below are not placed in 
order of importance; I believe that each 
is as important as the others, and that 
all are essential. 


Marketing and 
Sales Efforts: . 


Businesses find themselves faced with 
lost markets. What are you doing to 
(a) obviate this as much as possible; 
(b) to find new markets to replace lost 
ones? Do your salesmen, who are in 
constant touch with users, faithfully 
and promptly report back user reactions 
to your products and to those of your 
competitors. Have you a responsible 
member of the management out among 
customers observing, suggesting, test- 
ing, with the idea of getting all the 
threads of feeling and information which 
will enable you to keep your products 
abreast of demand as users’ ideas and 
needs change? 

Do you use research to find the future 
trends of customers’ demand and to 
create, ahead of time, new products to 
replace old ones? Do you examine into 
the possibilities of booming new uses 
ee * products so as to give them new 

e 


Amalgamation and 
Rationalisation : 

Competition is a good thing, but, run 
riot, it is distinctly bad. Intelligent 
grouping can result in: (a) Pooled 
brains which will yield better results in 
the way of new designs; (b) More Airect 
and economic management through cen- 
tralization; (c) Reduced overhead costs 


through unification of methods and 
materials; (d) Greater saleg efforts 


eon @« 
Be es — —⸗ — — 





through concentration of forces; (e) 
Reduced waste through prevention of 
overlapping in ranges of models, plant, 
buildings, etc. 

Have you gone carefully into this 
question to see if it would be actually 
(not merely theoretically) profitable to 
merge with one or more of your com- 
petitors? 


Management and 
Personne! 


What of the management and execu- 
tive staff? Are they individually as 
vigilant as formerly? Are any of them 
tending to get into a rut? Have any 
departmeits become unnecessary? 
What ‘‘dead wood’ can be revitalized 
and switched over to newer and more 
practical work? Do you need any new 
department to take care of and develop 
modern requirements? 


What about the ordinary staff? Are 
they kept on their toes? Are there 
any ‘‘dead’’ jobs that should be 
reorganize? What about incentives 
for better work and output? Have you 
tried co-partnership? Would it work 


in your business? 

What about a House magazine; is 
yqur staff sufficiently large to enable an 
interesting, as well as a stimulating, 
magazine to be issued monthly or even 
quarterly? But do not start a house 
organ unless you can keep it going. 


Costs and Prices 


The vital questions of raw materials, 
prices and costs must be studied con- 
tinuously. Have you installed the most 
modern systems for dealing with this 
side of the business for it is here that 


By 
C. W./BRETT, M.I.W.E. 


Managing Director 
Barimar, Ltd. 
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“Every business needs constant 












overhauling. | consider these 
five points to be of paramount 


importance in making a scrutiny 


from the management angle.” 


done more than | 
anything else to give to management 


mechanization has 


the®closest control. You have nothing 
to lose and everything to gain by calling 
in a specialist to look at this aspect of 
your business; you may be missing 
something that may make all the 
difference to your net profits curve. 
Histories of prices and costs no longer 
suffice; you need current facts and 
forecasts. You can have them if you 
use the right systems. 


Plant Replacement : 


It is no platitude to urge the use of 
really modern plant. Do yeu know 
what your competitors are doing in this 
way? Do you study the plans and 
methods in factories other than in your 
own line of business for econonfies and 
ideas? Do you cost each machine's 
work and know the moment it falls 
behind; the capabilities of other and 
newer machines? Do you “‘scrap”’ boldly 
‘and by accurately calculated results, or 
just in a haphazard manner? Do your 
technical men travel around so that 
ethey know what and where machine 
developments and production improve- 
ment are being made? Above all, do 
they report such information premptly 
to the management and do you look 
seriously into it? 
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A FAMILY STRANGLEHOLD 


was on this business 


By THE GENERAL MANAGER of a Textile Manufacturing Firm 








T= following is a concrete case involving 
‘a firm well known in its particular 
sphere of the textile trade, but we are not 
permitted to publish the name of the 
company. It is amazing that in post-war 
times a potentially profitable business 
should be allowed to get into the state of 
chaos which reigned here. It is astonish- 
ing that such elementary, fundamental 
errors should be not only committed, but 
persisted in. However, such was the case 
—until modern system came to the 
rescue.—Ep, 


HEN I began the task of reorgan- 
izing the textile manufacturing 
concern which is the subject of 


Wie this short survey, I found it to be in a 


state of such confusion that it „was 
approaching collapse. 

The firm was, or rather had been, one 
of those good old-fashioned institutions, 
started in 1860, and run on strict, nar- 
row lines by the grandfather, then the 
father, of the present members of the 
family. 

In those days the firm made a con- 
siderable and steady profit. When the 
War came it made a small fortune. A 
dew years after the War, six sons took 
over the ore’ appointed themselves 
directors, proceeded to run it with, 
roughly 700 employees. _ 

From this point onwards, for a 
matter of eight years or so, the balance 
sheets took on a sadly lopsided appear- 
ance. ° Profits disappeared, capital 
reserves were drawn upon, until the 
limit was almost reached. 

The position as I found it was rather 
extraordinary; extraordinary in that 
though the faults were sticking out 2 
mile, not one of the six directors seemed 
to notice them, or indeed to have ony, 
idea where to look for them. 

In brief, I found the condition thus: 
Machinery and plant quite good, 
modeen stuff. Manufacturing methods 
good and works personnel supervision 
fair. On the administration side, how- 


ever, there was such a muddle it was 
difficult to see where to begin to dis- 
entangle it. 

I put it this way: Production was 
fairly good, output was reasonable, so 
goods were available for the market; 
that was that point. But there was no 
revenue, let alone profits, for the com- 
pany. Why, if plenty of goods were 
being manufactured? The answer was: 
there were no sales. Alright, that 
established another major point, so the 
administration side had to be tackled 
from that angle. 

On the board there were the six 
directors, all ostensibly working, but 
only two of them doing real jobs. 
Number one was the managing director, 
but really doing the duty of general 
manager. He was handling the whole 
of the production side, including per- 
sonnel, doing all the buying of materials 
and running what there was of the office 
and routine sides of the business. He 
was a sadly overworked man. 

Number two was acting as secretary 
of the company, handling the finance 
and accountancy, both policy and rou- 
tine ends of it. 

The four other directors had no 
specific jobs at all; they fiddled about, 
had a bit of a go at everything but were 
definitely responsible for nothing, 
though they drew pretty fair salaries. 


The Working Directérs had | 
no Specific Jobs 


And this despite the fact that the con- 
cern had no sales manager or sales 
organization, no one to look after pub- 
licity, no one to co-ordinate orders with 
production, packing and delivery; no 
one to look after costs of any sort or to 
manage stocks. It was 

My first act, therefore, was to take 
some of the work off the managing 
director-general manager and put him 
to concentrate on a field for which he 


was most suited, i.e., production. I 
allocated to myself the position of gene- 
ral manager and assumed absolute 
responsibility for everything. The man- 
aging director was left to be nominal 
head of the firm—but without actual 
responsibility. 

Next, I tackled the other directors. 
The secretary I left in possession of the 
accounts department; he was alright 
for the time being. The other four, 
however, were a problem. One was 
appointed sales manager while the 
remaining three were relegated to very 
minor though definite departmental 
jobs. 

This movement of the heads of the 
business was not accomplished without 
a great deal of difficulty and upset. 
But, going on the basis that desperate 
conditions needed desperate remedies, I 
eventually established the point that a 
prompt clearance was absolutely vital 
if the financial position was ¢o be saved. 
In this way I secured a clear field. 


Works Were Producing Stocks 
that Did Not Sell 


Then began the comb out in more 
complete detail. Revenue was urgently 
needed, so the problem of sales was 
tackled. Production was already on a 
full-time basis, but the goods were not 
selling. Why? 

The first thing that struck me was the 
enormous size of stocks which did not 
seem to move. No wonder they did not 
move; the managing director had been 
keeping the factory busy on products 
for stock based on ideas which he per- 
sonally had a liking for, but which bore 
absolutely no relation to the actual 
needs of the market, with which he was 
not even in close touch. In between 
times of working on stock the six hun- 
dred odd hands turned out such orders 
as came in from the salesmen. But 
there was no “‘line up” as to the 
urgency of actual orders and no check 
on the time they were to be finished and 
dispatched. An order, when it came in, 
just took pot luck. 

As to salesmen, there were fifteen on 
the road, spread all over the country. 
Each had a good car—provided by the 
firm—and each had pretty, well a free 
hand in the matter of drawing expenses. 
There was no one at head office to 
whom they could look for control or 
guidance; they submitted no reports, 
and, on the whole, had a fairly good life 
of it. 

Another fault about the arrangement 
of salesmen which had been allowed to 


Six brothers owned and directed this cofcern. 
The result was confusion, friction and con- 
tinuously increasing losses over a period of eight 
years until an S.O.S. brought an organiser who > 
stopped the rot by . . . well, read the story 


go on was the fact that the distant 
grounds were not worked by resident 
salesmen, but by men who, on Mon- 
days, had to travel from Yorkshire any- 
thing up to 250 miles before reaching 
their territories. That, of course, made 
Mondays a dead day; and as they spent 
Fridays (and sometimes Thursdays) 
doing the 250 odd miles home again, the 
“working week’ was cut a bit short! 


Salesmen Were Made to Reside 

on their Grounds 

Naturally, the salesmen did not mind. 
They were on a salary, and expenses 
which were not closely examined; also, 
the car was free, so should they worry? 

The reorganization here was drastic. 
The distant salesmen to become 
resident in their areas or make way for 
local appointments. A system of strict 
daily reports as to work and expenses 
was instituted. The cars were still to 
be provided by the firm, but only a 
fixed weekly scale of carefully worked 
out running and maintenance expenses 
was allowed. $ 

The newly-appointed sales manager 
was ordered to control very closely on 
these points. 

The salesmen themselves were elated, 
not depressed, by this switch over. 
They welcomed the really positive con- 
tact with head office as they could fore- 
see that they would now get some help- 
ful sales backing, a thing which they 
had completely lacked before. 

The huge, almost useless, stocks in 
the warehouse were jobbed off at any 
price they would fetch. The salesmen, 
as people having contact with the 
markets and knowing the current needs, 
were called to head office for a confer- 
ence. At this meeting the production 
and sales managers and myself were 
present. We asked the salesmen to say, 
frankly and honestly, what designs 
customers wanted and what would sell 
well. 

The lads jumped at this opportunity; 
they were sick of hawking round the un- 
suitable stuff previously given them. The 
result was some fifty good suggestions. 
These suggestions were finally whittled 
down to about thirty lines, the best sell- 
ets of theelot, and the factory was at 
once put on making these for stock. 

This plan filled the gap which 
occurred when manufacture of tke old 
type stock was stopped. It got the 
plant busy again, busy on stuff that 
would sell. 

At the same time still ‘more new 
designs were drawn up, and s&me of the 


best from the old ranges were included 
The salesmen were also instructed to 
Start a mew canvassing campaign for 
orders ahead. "AN 

The old range of manufacture had 
covered about 150 different lines of 
goods. Most of these were cut out and 
the new lines based upon aboute 50 
standard designs. | 

This allowed a reshuffle in the plant 
and factery lay-out. Machines were 
switched over so that logical, fairly 
straight lines of production, were pos- 
sible. The warehouse was divided into 
sections and a modern visible system of 
stock recording was installed—and a 
responsible individual appointed to take 
charge of it. | | 
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SOME of the Troubles 
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Next came the costing and price fix- 
ing. The old goods, though they would 
not sell on account of unsuitability, also 
had another barrier against them. Their 
prices were all wrong. There had been 
no system of proper buying and no ade- 
quate method of costing. All the new 
lines that were launched were therefore 
the subject of an up-to-date costing 
system which we installed. The new 
goods were thus readily saleable, not 
only because of their modern appeal, 
but also because their prices were 


_ keenly competitive. 


Pensioned 


Now we were getting down to some- 
thing like order. On the production 
and selling sides a great deal of the over- 
head had been cut, and means of 
revenue definitely launched. But there 
was much yet to do; overheads were to 
come down still more. 

Among the 700 staff were many who 
had grown very old in the company’s 
service. We had to face the hard fact 
that such elements could not be 
included in a really modern reorganiza- 
tion. The plunge was taken, therefore, 
and nearly a hundred people, in office 

(Continued on page 29) 


The Too-old —2 were 
Lj 





* — p f pag r . 
Neo Sales Manager, no sales organization 


Fifteen Salesmen, all with free cars, some living 250 
miles from their te rritories ; no one to control them 
s i ru 


Goods made for Stock from works manager's pet ideas 
without regard to their suitabiltty for the market 
| € \ . f 


No Costing System, prices all wrong 


* 
Four Directors, all ‘passengers’ 


No Stock Control 


No system of Follow-through for Orders, Packing 


and Despatch 
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Should Salesmen 





© matter how carefully your busi- 
ness is conducted, however ‘per- 


fect’ your methods, things will 
sometimes come adrift. Deliveries are 
delayed; a customer’s instructions 


(probably not clearly given) are mis- 
understood; something is missing from 
a consignment; or a good customer for- 
gets to pay his bill. Everything may 
be straightened out in the long run and 
everybody made happy. But intelli- 
gent, tactful handling must be ensured 
all along the line. 

Who is best qualified to do this 
ambassadorial, work? The salesman 
who calls on the customer to solicit his 
business, or head office? 

There are two sharply divergent view- 
points, both backed by many forceful 
arguments. If the matter, whatever it 
may be, is handled by the office and 
the customer does not feel fully satis- 
fied with the adjustment, he is apt to 
vent his annoyance on the salesman, 
and give hin? a vigorous calling down 
for someshing with which he has had 
nothing to do. 

When, as a salesman, I have been 
confronted with a situation of that kind, 
I usedeto find it the best way out of 
the difficulty to take the attitude that 
it was too bad: ‘‘but those people in 
the office don’t see things as we do, who 
are in closer personal contact with the 
customers. Don’t worry any moré 
about it, I'll have a talk with them 
when I get back.’ 

In such a case I never failed to keep, 
my word, and often succeeded in 
obtaining some further small conces- 
sion which has pleased my customer, 
and to some extent enhanced my stand- 
ing with him. 


The writer of this article has 
spent many years in the horti- 
cultural trade of England, 
Ireland and the U.S.A., as a 
travelling salesman and later in 
executive sales capacities. 
methods he outlines will be 
found applicable in many other 


— 


The 


businesses 


— — — —— 











IN FAVOUR OF OFFICE DECISIONS 
tcc eee — —— 


1. Salesman Retains His 
Personal Goodwill 


here is here, I believe, one big 

advantage in relegating the settle- 
ment of matters of this kind to the 
office. The salesman, whatever the out- 
come, has the chance to retain his per- 
sonal goodwill. It is realized by the 
customer that if everything is not to 
his liking, the salesman is not to blame. 


2. Customer Gets More 

Impartial Treatment 

nother advantage that may be 

legitimately claimed for head office 
adjustment is a more detached and 
impersonal treatment. Without doubt, 
the salesman is apt to be unconsciously 
biased in favour of his customer. With- 
out perhaps realizing it, he may be apt 
even to take the attitude of attorney 
for the customer v. his firm. On the 
other hand, the office will go to work 
in an impersonal, judicial sort of way, 
and reach a _ solution—fair, possibly 
generous, and in the end acceptable to 
the complainant. 

Once, when I was a salésman for, a 
wholesale house, I called on a country 
customer, and found him much upset 
through having been charged for a con- 
signment he had received over a year 
ago, and claimed to have returned. He 
said he had no delivery receipt as he 
had posted it to my firm to show that 
the goods were coming back. My firm 
denied ever having received the goods 
or the receipt. Matters reached a dead- 
lock, and we were on the way toward 
losing a good customer. 


By E. 
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Handle Disputes 
and Collections ? 


P. B. LAWRENCE 


I suppose I must have represented the 
matter rather strongly on my return, 
as a compromise arrangement was soon 
arrived at which saved the situation. 
I asked the sales manager whether I 
ought not to have tried to settle the 
matter personally on the spot, as by 
doing so I should probably have secured 
an immediate order which was actually 
placed elsewhere. ‘‘No,’’ was his 
emphatic reply. ‘‘Leave that part of 
it alone. What you have to do is to 
get orders. Most of our business comes 
to us through our salesmen, and the 
amount we get depends on the impres- 
sion they make, and their popularity 
with our customers. Refer all disputes 
back here. If he is so unreasonable as 
to be dissatisffed with whatever adjust- 
ment we offer he will not, at any rate, 
hold it against you personally.’’ 


3. Salesmen Can Spend 
More Time Selling 


nother factor in favour of office 

adjustments is the saving of the 
salesman’s valuable time. A travelling 
salesman spends only a small part of 
his time in actual contact with cus- 
tomers. Most firms feel, therefore, that 
all the limited time that a salesman 
can spend face to face with his cus- 
tomers should be occupied in selling, 
rather than in account collecting, argu- 
ing over differences, and so forth. 


IN FAVOUR OF SALESMEN’S 
DECISIONS 


1. The Salesman Knows 
His Customer 


n favour of the settlement of differ- 
ences and disputes entirely, or 
almost entirely, by the salesman, are 
some considerations too important to 
be overlooked. The salesman who calls 
on the customer regularly, probably 
knows him better than anyone else who 
could be delegated to handle the matter. 
He can size up his customer, and his 
probable attitude. He will know if he 
is of the type to make unreasonable 
complaints or demands, or seek to take 
the utmost advantage of évery small 
irregularity. He will also be able to 
judge of the kind of adjustment that 
will &ppeal to his customer, and best 
satisfy him. In many cases the sales- 
man can come to a satisfactory arrange- 
ment with a disgruntled customer in the 
e (Continued on page 29) 
















four chief factors which indicate 
the trade situation are: Unemploy- 
ment—Volume of Production— 
Retail Sales—Exports. 

i comparison of these month by 
nth, an@ from one year to the next, 
ss an accurate picture of the general 
ess situation and the general trade 
3 : eneral picture is made 
ber of — details, 
















is is the ‘situation this month: by 
large, the trend of trade continues 
rds; but some main factors are not 
' the same lines; certain specific 
tries do not conform to the up- 
‘ard trend; and there are a number of 
“puts” now attached to many of the 
factors which are well worth the busi- 
ness man’s taking into consideration. 

It is the failure of the great indus- 
trial European countries and the U.S.A. 
to bring about the same rehabilitation 
of their economic situation as the 
Empire has effected which is retarding 
world prosperity and a greater measure 
of British prosperity. And, paradoxi- 
cally, it is not business itself which is 
responsible for the bad business situa- 
tion; it is primarily due to political 
causes and social pressure. 

è chances are that the greatest 








gA better. These 
e German political 


situations; the 
restrictions fn the 


“of certain other 


their policies {o the full before they are 
forced back to the right tracks. Neither 
the U.S.A. nor the European countries 
give any promise of early improvement. 


Six Reasons for Empire 
Trade Improvement 

Meantime, (Great Britain and the 
Empire appear to be following the only 
course that is ppen to them in order to 
improve both their internal and their 
international trade positions. 

The question is being asked more and 
more often: what has produced jhe 





better business Situation in Gr oat 
Britain? T he answer is: six primary 
causes : 2 


First a government which has had the 
confidence of the business commuity, 
which had the courage to balance the 
budget which reduced the playing of 
politics to the lowest limits. 

secondly, the depreciation of the £ to 
a figure which Aas brought it inte firm 
relation with other currencies and corte 
petitive world 

Thirdly, prot 
lated internal 

Fourthly, a 
building indus 

Fifthly, agreements with other coustries 
one by one beginning with the Dominions 
and extending te foreign countries, which 
increased our exports and gave our 
exporters an assured position im certain 
overseas markets. 

Sixthly, direct assistance and stimula- 
tion to certain industries in order to 
increase internal production and employ- 










ifs which sirmu- 


| mulated boom in the 


enough, we claim 
ments in all countries 
alone, the world as a 
ve revived by this tune; 
but there is no doubt that, given the 
restrictions and interventions of ether 
countries, we would not have experi- 
enced our pre LOSS 
without thest | 
ment co-operatie i. 









two groups of govern- 


State Aid Stimulants 
to Exports 

Our government has made trade 
arrangements ang agreements that have 
helped our export situation in the 
following countthes: the four Dorsin- 
ions and India through the Ottawa 
Conference; certain of the Colonies; the 
folowing foreign countries: Norway, 
Sweden, Denmark, Finland, Lithuania, 
Estonia, Argentine, France. 

It is without doubt the agreements 
with these countries which have been 
responstble for our 9% increase in &x- 
ports during the current j year amounting 
to £18,163,216, the increase in our 
coal exports by 488,391 tons, and the 
consequent incresse in employment 3 in 
the coal fields, an’ the a ar 























yd — 





t 
















ments in every —— £ * n 


State Aid Stimulants 
to Home Trade 


In internal trade the Govert 



















following daka. 
Agriculture: milk, pigs þe 
goods, potatoes . ...-either thi 
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The coal industry: th 
guotas and trade agreements 
iron and steel: by em 
tary reorganization on the 
protection. f 

Shipping and shipbuilding 
through a direct subsidy. 

sagar beet industry: 
subsidies, 

All these measures, w 
ciple we all agree with. 
have contributed to our 
internal production and in 
trade. 




































Unemployment is Not 
so Bad as it Looks 

The last unemployme 
a slight increase (onl. 
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vious month. This is a 
in itself, and it is purely s 
it is due to a seasonal incre 
ployment of 65,000 in € 
plus another seasonal - 

wogllen and tailoring ind 
Yet even this big in 
seasonal industries was near 
for by an almost equivalent 
unemployment in the dis 
amd hotel services indust 
ing and shipbuilding, ship 
services, and other industries. 















































Here is the Import and 
Export Position AG 
For the entire first. half of 
exports are up 9%; total imports 
14%. The weak point aquis 








ment in British trade are — 


A reliable Government. _ 






Protective tariffs. : 
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This is not large, as — prices are z 
showing a slight increase. - But it must 

be remembered that some of the direc- 
tions in which a private individual 
spends his money and which have seen 


: active. 















been a drop in uneny y 


f received 
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HERE $ THE SITUATION THIS MONTH 


London Districts: 


The 
seasonal -o0 has not 
affected this district much. 
The namber of unem- 
ployed has fallen, and the 
major industries, especi- 
ally suburban — 
operations, are 

— antic. 
pate good winter 
‘ rhe City shows 
signs of less plentiful 
money than a year ago, 
and there is still anxiety 
about European affairs. 
Still, British Government 
securities have entirely 
recovered fram their 
weakness of a month ago. 


E. & S.E. Districts: 
The lack of rain has had 
a checking effect on crops, 
but wheat is — to 
ishing is 


be promising. 

better than it was last 
year, The isolated indus- 
ae — 
sugar De BSIYY, re- 
cently in the limelight, 
shows a very creditable 
record. There has been a 
fali in unemployment, due 
probably to the season at 
the coastal resorts. 


Midlands: The recession 
in the iron and steel and 
the coal industries is 
responsible for the large 
increase in unemployment 
in this area. The lull is 
merely temporary, and 
does not extend to every 
trade, for moter manufac- 
turers are still busy. 
Although heavy engineer- 
ing does not show much 
improvement, light engin- 
eering is fairly active. 


W. & S.W. Districts] 
The general level of un- 
employment is higher this 
month, but that was to be 
expected. Although the 
coal shipments are down, 
the new Anglo-French 
agreement ensures a 
reasonable trade for the 
future. The iron and steel 
trade is quiet, and works 


are operating at 75% 
capacity. The whole dis- 
trict is ex the 


seasonal hiii, except the 
tinplate trade, which has 
a fair number of orders 
in hand. 


N.E. Districts: Marine 
engineering in Scotland is 
still improving. On Tees- 
side the steel works are 
fairly busy, but they are 
making no headway. Both 
Scottish and Durham coal- 
fields are quiet, account- 
ing for a large part. of the 


increase in @nemployment.. 


h, the Wet 
vollen trade is 
but the prospects 
the winter are not 


Farther so 
Riding woo 
auret, 
for 
bad 


N.W. Districts: Here 
also there is a seasonal 
lu in activity, theng 


the cotton trade is better 


fairly M ost, Basic Industries 


| Still provin g 


than it was a Je, ago, 
Engineering 


active, and thee 


t which igra 


from | 


half year as compared with last. Pr 


















higher earnings and lower costs thi 





vincial bank clearings are up 8% on a 
year ago. Electricity PORRER is) u 
by 18%. n 


Cost of Living Up: 
A Bad Sign 


It is a bad sign that while commodity 
prices are down—production by 2 points 
and raw materials by 1 point on a ~ 
month ago--wholesale prices are up by — 
1.3 and cost of living is up by 3 points 
both on a month ago and on a year ago. | 

Agricultural developments, import 
restrictions and the world-wide endeav- 
our to raise commodity prices are. 
bound, as we have often foretold, to. 
increase retail prices and therefore the- 
cost of living. We must take thi 
with the good. By and large 
increase in commodity prices woulc 
us more good than an increase in + 
cost of living would do us harm, — 

The present slightly contradicto 
figures of lower commodity prices on 
one hand and higher — 















Doebly due to the fact ha 
modity prices have risen in the ta 

but that this rise, up to now 
have often pointed out, has not 
itself in the cost of living; now, ho 
ever, it has worked down through i in 

try and has produced a rise in T ta 
prices and the cost of living. 


Opportunities in 
Overseas Trade 


There are certain bright spots; ond 
placed in this country by Russia under. _ 
the new trade agreement have increased , 
300% over same period last year. a 

Chile’s nitrate exports have increased 
five-fold. Argentine is determined to- 
export her bumper wheat crops. There- 
fore both these countries should be able os 
to buy more. ae 

Empire improvement confines: — 
Australia is adding a building boom and 
even a little gold boom to her wool _ 
boom. British exports to Australia areo 
now 53.5% of total exports a a 
35-2% two years ago. South Aficas 
wool exports are nearly twice that of- 
last season. New Zealand, likewise, 
showed a big wool export increase and 
an over-all expansion of exports of 18%, 
over a year ago; her export surplus is 
twice that of last year; she is reducing 


her duties on British goods: all of a 
which makes her a better market: dor: ae 


our goods. 













* the — "rnc agreement 


ersons employed, there is an increase 
f .9% over last year, while the output 
up 3.7% on last month and 16% on 
the same month last year. Exports of 
coal are up 8% on a year ago, and show 
ttle change compared with a month 
igo; exports from Welsh ports have 

shared in the increase. 
Iron and steel exports have also 
increased and are going to many differ- 
nt destinations, from Finland to Portu- 

ast Africa and Argentine. _ 
eullding also has shown a slight 
improvement. The percentage of unem- 
jloyment, 46.1, is very high, but it is 
-5% lower than a month ago, and 
5:0% lower than a year ago. The ton- 
age under construction is 104% greater 
an it was in June last year, and 48.3% 
tal world tonnage is under con- 
reat Britain. 

10, is not so good. Unem- 
p by 3,000 on last month. 


Serious is the drop in imports of raw 
cotton by 1%% on last month and by as 
auch as z9% on a year ago. This 

ec infavourable situation on 


ny registrations are always 
of increased activity and 
ook. During the first half 


year, the highest for three years. And 
1934 profits, judged by the figures 
hich have appeared to date, indicate 
proportionate further rise during the 
‘Current year. 
National revenue returns make a good 
showing. On balance, the first quarter 


of this year is {5,000,000 better than 
last year. 


[he Chancellor’s Survey 
s Accurate 


The Chancellor of the Exchequer has 
nade believe to be an accurate 


MILLIONS ¢’s 


ti ercial agreements : that rate: 


break nat 
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et us, for a moment, suppose we are 
“in the house of a resident sales- 
<o man, about 8 a.m. The postman 
arrives and brings the weekly sales bulle- 
tin from Head Office. The hours of time, 
the good cash money in materials and 
postage, the sweat and bother on the 
part of the sales manager which go to 
make these bulletins for the salesman in 





opens it and glances at the front 


his bilge from head office’, he 
‘gives me a pain. of He 
say more, but Mrs. Salesman, 


omewhere in the quartermaster’s 
a mien, announces breakfast. 















sie BART alex. 
is happens regularly in thousands 
lesmen’s homes on Friday, Monday 
ever mornings the psychologists 
ead offices have carefully worked 
as the time when salesmen are in 
eceptive moods and most in need 
urge” and “pep” 
ave seen hundreds of these bille- 
ut the only impression they made 
owas one of amazement at the 
te and. complete lunacy of the 
eators of such pages of nonsense. 
I have in mind one bulletin in parti- 
cular, issued twice weekly by a well- 
known firm employing some 500 sales- 
- men all over the country. Turned out 
-= by a so-called “duplicating” machine in 
ee the office, even the roughness of the 
eee printing offended. But this shortcom- 
= — ing was entirely overshadowed by the 
=- crude, egaggerated wording and the 
infantile standard of alleged humorous 
drawings. ‘‘Sell, Ser, SELL’ 
screamed the text to the accompaniment 
of sketehes showing grotesque salesmen 
slamming down with a mallet (marked 
| “Persistency’’) on one of those things at 
fairs which send up a block of wood to 
_ strike a bell (marked ‘‘Orders’’) at the 
top of a column. e 














gerel ` describing the opulence which 

toa salesman who begins canvass-, 
a.m. and works non-stop till 
oon not amuse or Kaige i 













the Geld—well, what happens to this 


Ir. Salesman picks it up from the i 





That sort of thing, and crude dog- - 


s approach, — begin to doub 


By 
C. V. SHIPLEY 


Director: 
Chas. V. Shipley & Co. 











a week—well, imagine the effect of it 
on yourself. 

Yet, as I say, dozens of firms spend 
annually pounds and pounds on issuing 
this sort of thing, imagining they are 
“keeping the men on their toes’’, ‘“pep- 
ping them up’’, and so on. 


Bad Bulletins can 

Handicap Salesmen 
There is no point in simply ordering 
a man to sell more, and doing so in a 
way that rouses his anger or contempt 
{yes, contempt!) rather than his sympa- 
thy. It is reasonable to suppose that he 
is selling as much as he can, simply be- 
cause he and his family are usually 


dependent on his efforts. If you cannot 
tell him how to sell more, do not wagte 


your money on sales bulletins. 

I'am convinced that these silly sales 
bulletins are very largely responsible for 
the negative attitude which salesmen 
get to their wares. They have little 


faith left in the head office sales depart- 


ment, and they have even less faith ir 
their goods. Instead of thinking 
so-and-so will be a good. 





powers to t lea really 
ey feel. insecure in their job 





; things : 


by, so that we were able fo see their 


personally by the sales manage 
othe Managing director. 









These Two Points Make 
A Good Bulletin 
"A real sales bulletin should do twe o 





(a) It should tell iem how to sell; — 
and — 
(b) It should tell them how to sell 
their own particular product. = 
In this firm, we decided to make our | 
sales bulletins as perfect as we well 
could. All unnecessary pep and. bom- 
bast was to be abolished, and the bulle- _ 
tins were to be converted into real sales- _ 
aids. a 
We did it in this manner. ANS 
First, every salesman was written to : 
personally by the managing diréctor 
and asked to put in full reports of his 
activities and to be absolutely fran 
about them. It was explained ‘tha 
these reports would be used to ba 
impartial constructive criticism in 4 
near future. 





















A Progressive Series 

-= Was Needed 
Meanwhile, the three best men in 
sales office, all of whom had beer 
the road in the past, and our two 
salesmen, were at work as a comm 
preparing the perfect sales bu 
They could not do it. Their conc 
was that a series of sighty odd 


touched on the question of the ac 
selling of our product at all. They c 
centrated on building up the pro 
attitude of mind for a salesman. 
may sound trite, but it is a prir 
essential for salesmen. Just as nobody 
would think of seriously asking a brick 
layer to write a poem, we decided tha 
it was foolish to ask a man with n 
grounding in salesmanship to sell ot 
goods, The committee further recom- 
mended that in the future we should 
engage no man who had previously sold 
similar products to ours, for such men 
come with a sceptical mind; the men we 
wanted were those who could be trained 
to be enthusiastic about goods from the 
very beginning: if they start off on the 
right lines they can get the complete _ 
technical knowledge later, when they — 
are better prepared to receive it, = 

As our bulletins were sent out weekly, — 
thirty weeks passed before we arrived | 
at the actual selling matter. We were | 
prepared to ‘‘carry’’ the men during — 
this period, which was to all intents 
and purposes one of probation. They: 
were, of course, out on the road all the — 
time, and we had their reports to judge 









progress. Every bulletin was si 


This was 
2 the bulletins authority. 
f the sales staff had bee 
ays before we started th 
Continued on page 32) 



















s e around, and then, unnoticed, 






our * this 4 practice: — upon it 
a form E 






sciously gather the im- 
here is a ‘‘comfortable’’ 


y sales people. 

holds the opinion that 
SO mpressions of this sort 
ng ‘the: ‘customer back again when 
or she is ready to buy. No doubt 
factor does work to a certain 
a it, generally speaking, it is not 
that the smaller shop can 
ploy. 


3 j it making a cae is a 
ead loss the business because, ten 
her departure has been 
rompted by some — or other which 





People Q not enter any but the big 

a ype of store with the idea 
In such a 
f she — in one e department 
ntly leaves® without buy- 
, the assistants do not 





smaller shop it is very 
caller departing without a 
purchi uld be something to exer- 
cise the manager's or the proprietor’s 
mind. Every single case should be the 
subject of close investigation. In our 
shop we have made it a major point of 
policy and the subject of many staff 
meetings, and quite definitely it has 
paid. 

_ The reasons why customers leave 
_ without buying we have classified under 
two main heads: (1) Some lapse on the 
“part of the personnel of the shop; (2) 
Some deficiency in regard to the goods. 


The Staff Was Often At Fault 


P twelve months of careful observation 
+ we found that the reasons nearly all 
came under the first head. Those which 
did not were purely elementary and 
hardly worth mentioning here. They 
vere. “more. or less standard reasons 
retailer knows about. The. 






















how 1 more important, since 





— staff to keep an eye on oy a a 
"proportion. of the customers and 


ough ‘the daiane: Many come 


lapses on the part of the personnel, J 
r —— it to detect. to. 
Cy TT e funtu —— 








By 
E. 3. DEACON 
Deacon & Son, Drapers’ 





















img busy periods customers 
allowed to roam about without an 
| giving specific attention, 
ws will wait a reasonable 
be served when they see 
istants are busy, but will 
xe shop if this period is 
prolonged. 








stant trying to persuade a 
r te buy a thing because 
patant herself likes it and 
iœ similar, Touchy customer 
t being suggested that what 
uit a shop asdiatant would 
her. 


Recovering 








“up” 





against what ones * 
her a high-pressure attack. 
FOUR: Enthusiastic buyer, having 


consistently reduced the range of a 
particular line right down to the 
quickest sellers only, found he had 
gone too far and had ne stock at 
all of an admittedly slow-moving 
but nevertheless quite reasonably 
to be expected article. Not a 
frequept fault, this. 





In the majority of cases 
the cafise can be traced 
to faults on the part of 




















a ing. was 





FIVE : Assistant revealing a 
and impatience when- 
obviously wishing to b 
her choice, viewed many 
out making a fi 
was discovered 




















193°. The question of 
in the medium and sm 
an important mat 















When custome 
about the price 
assistant Fepeat 


SIX : 









cheaper ranges, 1 
sensitive, and as 

higher prices too” 
not choose a 
especially, as in th 
another assistant ] 































ally. The customer 
scrutiny. 
SEVEN: A customer, 2 


in the constructior 
was buying, ask 
“Is it pure silk?” * 
no, madam: 
delivered 
haughty surprise, _ 
turned the custome 
one of intense resen 













































why custom STS Wer 
the shop withou 

there were other faults : 
spectiically preventing « 
ing, certainly did no 
pleasure. These inchu 
attention by assistants. 
before the customer f 
in the shop; a lack. 
reach articles from > 
cases; an inability to 
about the goods in. whi 
was interested (a very in 
this); slackness in concent: 
customer being served, thus 
the customer to feel thate] ie 
accepted more or less on s 
discussion of private affairs 

assistants within customers’ e: 
exchange of looks of annoyance b 
assistants when customer ra 
longs the sale due to un ce 
choice, ete. X 


— on 





































3 of Land t s 
Wst had been co 
made for ah ë 




































“he old idea that a warehouse was 
| simply a place in which to store 


mé ment has disappeared. The scientifi 
nd intelligent use of the modern ware- 
ousing has become one of the most 

nificant developments in business 
, ` E materially to solve the 
cof —— which have 


* various strategic points about the 
country there are now available firms 
hich specialize in the handling and 
istribution of merchandize of all sorts. 
heir premises are modern and exten- 
e, for the warehouse is no longer a 
store. The new duties of the 
dern warehouses are to provi 
he examining of any kind of goods; 
the grading, packing, and weighing of 
arious sorts of foods, in fact, the 
efficient performance of any process 
except the actual manufacture of the 
goods. 








- Hour-by-Hour Records 

are Kept 

= => The tremendous strides made by the 

warehouse specialists in the keeping of 

records have simplified greatly the 

a problem: of exact hour-to-hour know- 

oe ee of the goods in stock. By the 
use of a highly specialized system of 
Sion a they can now provide the 
custom€r, at a moment's notice, with 








_ full-information as to what quantity of . 


kooda he has in stock at any warehouse 
: ee of any time. 

«This opens up a tremendous field of 
business for many traders. For instance, 
—. let-us assume that a trader finds his 
business extending, and feels that he 

ean extend it still further by wider di 
os tribution of his goods. He Ar A 
thinks of opening a branch office, but 


: unless he is in the happy position. of- 
being very well supplied with cash if 








hand, he will hesitate to do this, on 


art her. CON sideration, 









le: premises, a as s well as the sele 


goods which are not needed at the . 






w branch entails the leasing of t E t 


THIS WAREHOUSE SERVICE 
CUTS BRANCH EXPENSES 


By 
E. W. YOUNGER 
Managing Director 
E. W. YOUNGER & Co. Ltd. 
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tion and training of suitable staff. His 
expenses thus rocket up to some figure 
between {400-—{600 a year before he 
has any revenue coming from the sales 
side of the new branch. 

Alternatively, he can make use of: a 
warehousing company. On receiving 
particulars of the weights and sizes of 
his packages, and any other special 
considerations, the warehousing com- 
pany will quote rates for the entire 
handling of his goods. 


A 





— “ 
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A SUPPLEMENTARY 
SERVICE 
linking up with the Warehouse is 
the ‘container’ system introduced ex- 
perimentally a few years ago by the 
railways, which is now being ex- 
panded to its fullest extent. By 


this system a manufacturer loads 
his commodity into a container at 


the works or at a service warehouse 
and, thus protected, it is taken by 
rail and road right to the customer's 
premises, where it is unloaded. The 
handling it receives here is the first 
since the commody was, originally 
packed. The saving ty expense 
of multi-handling is’ naturally 
considerable. 


. If the goods are manufactured in this 


ee they are sent direct fromthe 
C factor 
5 they are shipped to the nearest. 


if they are manufactured 







eto the distribution centre in ques 
, and the warehousing company 
nds to =e O P R the Cu 


“this. 





sysigm of distribution that canno 
- overlooked. Specializing as they. 
distribution and warehousing, the 










formalities and the payment. of daty, 
and checks up on, and informs the 
original consignee of the actual cond 
tion of goods when they arrive at t 
warehouse ready for delivery . to. 
tomers. * 

Instead of an ome staff 
premises, the merchant now needs on 
a salesman working the territo 
make the desired extension to his 
ness. All the stock, transport 
necessary office records being fully | 
by the warehouse company as 
their service. — 


Costs are Cut at 
These Points 


Compared with the cost of an © 
and staff, which the trader would « 
wise have to employ the cost of 
a warehouse is distinctly favour 
Insurance varies from 5s. to 7s. 6d. 
cent. according to the goods. In th 
case of goods which are to be delivered 
directly to a customer without passing 
through the warehouse a charge for 
transport alone is made; for all other 
goods the warehousing charge is based 
only on the quantity of goods actually 
in the warehouse. This charge may be 
according to weight—when it varies 
between 3d. and 6d. per ton per week 
—or according to packages, when the 
variations are slightly different. — 

As far as ordinary merchandize is- 
concerned, these are the only two. 
charges which a trader has to pay: if 
however, he desires to have goods. 
weighed out and packaged in his special 
boxes or cartons, a charge is made for 
The warehouse firms which are 
advanced enough to undertake this 
work naturally have the best machinery 


_and facilities, and a trader who enquires | 


for this service will find that he 


receives a quotation which és thoroughly 
economic, : 


There is another advantage from th 










of ms are experienced and ‘com 








ſ Because -~ at a turn of the handle. - you have - to handie efficiently and quickly. The ideal 
1 either loose cards for posting or a bound book = equipment combines these two essentials w 
for reference. Your records must be loose - to foss of time changing from one to the other, 1 


: feed the machine: they must be bound and compact | Fast fulfils this ideal in an ideal way. 


e of security: Except when accounts are 
lly being posted. it is a Book and therefore 
3e stored in the safe at night. S 


Belôw is shown the — 
Machine Accountir g Bin 
-DF Model E. | 


EAN This remarkable 
. i . oe —— ag | 
oof accuracy: No lost a wi * 
laced accounts, Single 7) whe 
‘not be taken away for 
omplete book must be 


SBE RG RAINEY i ine A. ee. RR ts, 


2 at the sam 
e of compactness: Occu- i 
action of the space taken 
fty thousand accounts can 
n easy range of operator 
ice of just over one square 
l . Jins. by 3ft. Sins. Five 
thousanc 
a shelf Sfr. wide. | | = 
G Because of economy: Saves time _ — LT N hi PAOR — 
of machine operator and other adii > a bound « convenient - portable. . - . 
departments. Saves costly = ) — T oe 
space on floor and in strong room. 
Because of portability: It is a 
_ & Book and can be handled and 
carried from place to place with ease. 
— ADVICE 
without obligation 
ystems Department and an expert 


vising on Machine Accounting 
nd equipment problems 


il service before. during and after 


Demonstrations aré given gladly. Á paet aw mee — 


> Manufacturers of a complete range of modern equipment for 


PEN-POSTING VISIBLE RECORDING ————— MACHINE ACCOUNTING 


HEAD OFFICE AND FACTORY: NORTHFIELD, BIRMINGHAM, GOPS. 
e: Shell-Mex House, W.C.2. — Branehes in all leading Provincial Ci 
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No UPSET, No OVERTIME 
with this STOCKTAKING 


t is the custom in most businesses at 
either quart®ly or annual stock- 
taking to spend a tremendous amount 
of time checking over all goods and 
raw materials left in stock. This 
appeags to be necessary even where 
stock records are kept. We have dis- 
covered that absolutely no overtime 
need be worked at stocktaking, and 
briefly the system is as follows :— 


The System Depends 
on Records 


Our largest stock of raw material is 
of cardboard, and very close records 
are kept. All deliveries are entered 
from the invoice after it has been certi- 
fied as correct in every way, on to a 
card as shown in the illustration. 
When a portion of this stock is to be 
used for an order a note is sent down 
to the stores advising the amount of 
stock to be given out. When the order 
is completed this note is returned to 
the office with a certified amount shown 
as having been given out (the amount 
which is advised from the office is not 
always used as the number of sheets 
per hundredweight may be very much 
more or less than the records show). 


By 
B. FOYLE 


Secretary, Boxfoldia Ltd. 


This is then posted to the stock card. 


Stock is Checked 
. Continuously 


The work which probably takes most 
time in stocktaking is the actual 
physical check of stock, and in order 
to obviate this difficulty we have 
arranged that during the three months, 
that is, from the end of the previous 
quarter to the end of the quarter under 
review, every lot of cardboard is 
physically checked by a stock record 
clerk from the office, that is to say, that 
so many lots are taken each day, the 
whole of the stock being reviewed at 
some time during the quarter. A “spot” 
check at the end of the quarter proves 
that very little discrepancy creeps in 
during the quarter. 

In regard to our sundry stores, these 
are kept under a similar system. The 
cards are slightly different, as is shown 
by the illustration. The records are 


fer the Withee te Be VIELE they mort be tpped sormin |! cheers Bel leretenn—es pisse 
tm the pertacetane oo peveiben Alor trine. Wear si pwiPerstee obrip 
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kept in the stores themselves, which is 
an office department, and the requisi- 
tion is a signed note from the person 
who actually requires to use any stores; 
this requisition is posted to cards, a 
check being taken periodic&lly, notably 
when a new supply is required of any 
store a physical check is taken of the 
balance as against our records. 


The Office Does Most 
of the Work 


It is most important in the keeping 
of stock records to see that as much as 
possible is done in the office by the 
staff, as they are far more competent 
to keep and check records than work- 
men actually in charge of the stock. 

The accounts department, for which 
stocktaking is often a time of toil and 
stress, has no connection whatever with 
the actual taking of stock as it applies 
to goods, but only with the accounts, 
and this splitting up of the work eases 
the strain considerably. 

There is no particular system by 
which we speed up the finishing off of 
accounts; we have a book-keeping 
machine which makes the work easier, 
but the only thing which we think 
enables us to bring our accounts to a 
rapid close is the fact that the work is 
kept very strictly up to date. We find 
that we can invite the auditors to 
attend the third day after the official 
closing of our books, and we can 
receive our accounts dyly audited 
during the following week. 

There is no hold up of business as 
the result of stocktaking—we do not 
aie to take Goods in or to ssid aaa 
out. 





Left: these two records enable us to work 
i... this simple stocktaking system. 


OFFICE PRACTICE & EQUIPMENT 


WE MECHANISED ... 


On this Non-Narrative type of 
machine with its 3} in. key- 
board and automatic tabulating 
plate, an operator can post 
1,000 items per day 


e were faced with this problem: 

It had been decided by the board 

that our hand written ledgers 
were a thing of the past, new methods 
were urgently required. We knew, 
however, that it was a major recon- 
struction that we were contemplating 
and not simply a case of just entering 
on loose sheets of a ledger by a ledger 
posting maghine. The change would 
make necessary a complete alteration 
of procedure throughout the firm. 

We started to build from the ground 
up—what did we require? As is vital 
in any major reorganization we first put 
our plan of campaign down on paper, 
First we had to find out how many of 
our accounts were really alive in our 
hand written ledgers. This was done 
by noting the accounts with whom we 
had done business over the last three 
years. The number was found to be 
approximately 20,000. 

Under the hand written ledger 
methods the entries were taken from a 
bound day book, this book being the 
last carbon copy of the invoice. Was 
it a practical proposition to post from 
this to machine posted ledgers? We 
were definitely assured by the suppliers 
of the machines that it was not, and 
that if we did attempt it, the speed of 
posting would be slowed down by one 
half. Therefore another department 
came into the picture, the invoice 
section. 


Continuous-Stationery Invoice 
Machines Came into Play 

The machines we had in this depart- 
ment were only suitable for a bound 
day book sg that in our plan of cam- 
paign we had to cater for new invoicing 
machines, capable of using continuous 
stationery so that one copy of the set 
would be the unit posting media for the 
ledger. Similar arrangements had to 
be made in respect of the credit section 
and the cashier’s office. e 

The next step in the chang® was to 
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20.000 ACCOUNTS - 
in SEVEN DAYS 


find the right type of ledger posting 
machine for the job. At first it looked 
as if a narrative type of machine would 
be necessary, but eventually, after 
studying all aspects of the problem, it 
was found that a non-narrative type 
would give all the information and be 
speedier in operation. There are various 
reasons why these machines, if suitable 
for our type of business, are advantage- 
ous. Some of the more prominent are 

1. The width of the keyboard is 
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Chief Accountant 


Maconochie Bros., Ltd. 
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— 
only 3} inghes, so that it is easily 
covered by, the operator’s hands. 

2. Independent rollers take the state- 
ment and ledger cards into the machine. 

3. The posting to the ledger cards 
is made by subtraction of the old from 
the new balance which automatically 
proves the accuracy of pickup and the 
posting. f 

Ledger cards were designed and 
headed up with the necessary particu- 
lars of the mame and address of the 
account, ledger folio, credit limit and 
traveller. Trays for housing them were 


ordered, and machines installed with 
suitable stationery in the other depart- 
ments ready for the zero hour when the 
change over was to take place. 


Extra Copy for Posting 
to New Ledgers 


Now let us look at the other side of 
the problem: What was taking place in 
the hand written ledger section to link 
up? Posting was to go on as usual but 
at this month end, instead of cus- 
tomers’ statements being made out in 
duplicate, one for the customer and the 
other for the traveller, three copies 
would be made and the third was the 
one to provide the opening balances for 
our new ledgers. 

In our plan it was nearly forgotten: 
that this would only give us the debit 
balances, but instructions were given in 
time to ensure all balances, both debit 
and credit, had statements “Reade out 
for them. 

rhe final step in the scheme of events 
was the layout for our new ledger 
department. The writer has had con- 
siderable experience of installations 
where, owing to ill-arranged depart- 
ments, operators ‘stuffing’ their own 
ledgers and other such causes, the 
ficiency has been much below what it 
should have been. We did not want 
to have more labour than was abso- 
sutely necessary in the new department, 
but if we could plan so as to get the 
right type of labour on the right job, 
then we should be combining effigiency 
with low cost. 

(Continued on page 28) 











ma the course of 
your daily dicta- 

tion how often do 
you say— ‘Many 
thanks for your 
letter of the—’’, or 
words to that effect? 
How often do you 
finish up with ‘‘as- 
suring you always 
of our best atten- 
tion’? You say 
these things to your 
typist every time 
you dictate a letter. 
And she copies them 
down every time, 
too, wasting paper 
nd energy as well as her time and your 















But in addition to paragraphs of this 
description you probably repeat your- 
elf dozens of times a day in handling 
what yéu might think is specialized 
correspondence. Every firm receives 
more or less standardized complaints 
and queries, and every correspondence 
lerk sends equally standardized replies. 
All this, if dictated, is needless repe- 
on. If you doubt that you repeat 
self so much, try making an 
analysis of the letters you wrote last 
eek. You will be surprised. You will 
find that you said the same thing over 
and over again. And you do fhat 
every week-~every month—every year. 
Dam nota mathematician but this cer- 
tainly doés represent a considerable 
amount in cash for time, energy and 
materials needlessly spent. 
There is a simple and effective way 
a to cut this cost. I have applied it 
myself, and for the six months it has 
mow been in use the results have been 
Most satisfactory, I use what I call 
my ‘standard para book’. I spent an 
hour or two each evening for a week 
preparing this book and I know that 
ae time ha⸗ ne ver been put to better 
— Advantage. 
-<~ Look Back Over Your Last 
Month’s Correspondence 


First I analysed my correspondence 

for a month. Perhaps ten per cent of 
the letters were of such a specialized 
nature that they called for individual 
treatment but the others all fell inte 
fairly well defined categories. Some of 
‘them answered complaints regarding 
delivery; some reported on goody 
returned under guarantee; some were 











firmed quotations made by salesmen. 
n ach case the facts were different; 
bu those facts were > alll —— up: in 





Dictation by Numbers 


answers to sales inquiries; some con- _ 






Plan 


much the same language. I therefore 
wrote out a number of paragraphs, 
leaving spaces for the facts. Then I 
treated all ‘courtesy phrases’ in the 
same way. The net result was about 
thirty little paragraphs; some of them 


Adaptable to any business, 
it much reduces the time 


and improves the effect 
of correspondence 





general; others related to particular 
branches of the business. 

My next job was to make those para- 
graphs perfect from the ‘literary’ point 


of view. Then I had them typed in 


duplicate on small slips of paper, these 
being pasted into notebooks, one to a 
page. Finally I numbered the pages, 
giving one book to my typist and 
retaining one myself. 

Now when I am dictating I first 
scribble a number on the letter I am 
answering. Then perhaps I dictate a 


= system worked perfectly from the. 
: were wrong or inadequate. 


took quite a time to hunt through the — 
book for the number. 


_ From the GENERAL MANAGER of a manufacturing concern 


T iiia ESE facte 5 The numbers, of course, ref 
6 standard paras’ in the book. 


IT am not going to pretend that t 


Some of the paragraphs - 
Then. it : 


It. did. not, 


But the rough 
spots were soon polished up. To-day _ 
the books themselves are rarely used _ 
except for confirmation, for both myself _ 
and my typist know most of ae 
numbers from memory. a 

The advantages of the system’. are : 
unbelievable. Some letters do not need 
a sentence of dictation. These can be ` 
passed to a copy typist who earns less — 
than a competent secretary. In others _ 
the dictation is cut in half. Conse- 
quently both myself and my typist _ 
have more time at our See T 
more important work. . 

It might be thought that correspon- - 
dence handled in this way is likely to _ 
be stereotyped. Not a bit of it. 
Actually the letters are better than 
before. There is an absence of busi- 
ness ‘jargon’ and every paragraph is- 
nicely put together, much care and 
thought having been devoted to t 
point. 

No hard and fast rules can be 
down regarding the adoption | 
system. Individual conditions mus 
the governing factor. : 











ness. 
executive can, if he will, 7 
dictation period the ‘standard | 


This department deals with customers’ accounts and is part of a new office block opened 
in the Bournville factory of Cadbury Bros. Ltd. Note the fine arrangements for natural | 





lighting : clear — in -tool and compiprely brain’ two sides. 








The colour scheme of 


OFFICE PRACTICE & EQUIPMENT 


What the MODERN Office 


SHOULD Be 


By P. J. Hannon, M.P. ; Vice-Chairman: B.S.A., Ltd. ; Director: The Daimler Co. Ltd. ; 
Director: Lea & Perrins, Ltd.; etc. 


n this country, there still exists a 
| measure of detachment between the 

organization of the office and organ- 
ization of the workshop, which, in my 
jud is not good for business as 
a wholé. After much experience in 
industry in this country, I consider that 
there should be some sort of staff 
arrangement by which those employed 
in the directive side of organization 
should make themselves responsible for 
closer contact between the office and the 
workshop. | 

I want to say a word about office 
personnel, and the training of clerks. I 
was reading recently a very valuable 
paper which was given at a meeting 
held at Nottingham on the subject of 
the selection of young workers. 


Here is a Plan for Personnel 
Selection 

The reader of the paper was the works 
manager ef a large enterprise, and he 
said that entry into industry should be 
organized on a basis by which young- 
sters leaving school cpuld be brought 
into contact with some sort of clearing- 
house under the guidance of a super- 
visor. I use the words “‘clearing-house’’ 
to convey the idea of an organization in 
some industrial centre where manual 
work and office work should be subject 
to a form of examination whereby the 
best points of the worker can be con- 
sidered before a selection is made. And 
then the reader of this paper urged that 
contact be kept up by the supervisor 
with these people who pass into the 
factory, so that the capacity to make 
their proper and profitable contribution 
to the firm, as a whole, could be con- 
stantly under review; and that there 
should be some sort of alliance with the 
factory, both on the executive side and 
with the schools from which these 
young people come. 

I believe that in the organization of 
the office, as in the organization of the 
factory, sufficient care is not given to 
the selective processes by which we get 
these young people to become legion- 
naires. It is a question of character; of 
keenness; of personal cleanliness; of 
politeness, and the more subtle quali- 
ties which make a good commercial 
traveller.“ All these points are vitally 
important. And then a decent know- 
ledge of English; a decent knowledge of 
arithmetic both the mental an@ ordin- 
ary processes by which a business is 
kept up. If we can get that class of 
person into our offices who, in the 
ordinary course of development will 
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reflect these characteristics, e are 
making sound and wholesome equip- 
ment for the office of the future. © 


Office Workers’ Output 

should be Costed 
In one of my companies we have a 
time basis, where the work is carefully 
measured afd where the relative quali 
ties of each worker can be estimated by 
the cost accounting department. | 
would like t see something of that sort 
introduced into all our large offices. I 


would like the principle of cost account- 


ing for work done in the actual industry 
itself applied to the clerk just as it is 
applied to the factory worker. Whether 
that can be done in face of the conser- 
vative feeling so prevalent to-day 
remains to be seen. Organizations are 


concerned principally with the making 


of profits; getting a 

energy, time, 

is employed 
I am quite convinced 


return for the 
capital and labour which 


that in many 


large businesses in this country, the 


organization in the office is of a much 
lower standard than the organization 
outside, and the only practical su gyes- 
tion is that office management should 


of the Future’’, 


a” 


be on the same level as in the outside 
factory, where manual labour produces 
the articles which the office must sell. 
_ Then there is the question ofeadjust- 
ing your office. Some form of standard- 
ization in relation to equipment and 
office Organization is of great import- 
ance. Standardization not necessarily 
by laying down hard and fast rules, but 
by some evolutionary process reaching 
1 standard which will give a maximum 
of efficiency. I hold strongly that team 
work in business organizations is just 
as important as team work in sport. I 
would like to see a real understanding 
between all heads of departments and 
the workers concerned. I am sometimes 
astounded to find that the head of one 
branch knows nothing of the outlook 
of the head of another branch. There 
should be co-operation between the 
heads of departments; and secondly, 
between the heads and their staffs. 
The office ought to be:—{a) The 
Birthplace of Ideas. (b) The G.H.Q. 
of Business. (c) The Centre of Control. 
[Abstracted from a paper: “The Office 
read before the Office 
Appliance Trades Association of Great 
Britain and Ireland, in London, June rth, 


1934-] 


Working on the principal of the synchronous clock this new device automatically operates 
bells, hooters or other signal sounds from time-controlled A.C. electric mafhs, thus 
providing at all points of an organization, dead accuracy of control 














WORK 


and otherwise, and. their effect on 
> the ‘will to work’ is one of the most 
important—and difficult—with which 
agement has to deal. Mass produc- 
yn has created a number of jobs which 
ne but a mental defective could find 
a | and $ _ which, therefore, 
for iterest on some 
+ Of such incentives 
— is the weekly wage; 
the report here summarized 
bes one of the few attempts made 
estigate—by close observation. of 
nall group of workers for a period 
bout a year—the effects of different 
methods of payment under working 






























he: ‘subjects of the experiment were 
girls aged between 15 and 16 years, 
gaged on wrapping and packing 

Each worker learned and 
e experienced. in five processes 


wrapping, (2) wrapping, (3) pack- 





pair working on one of the fwe 
rocesses on one day each week (Satur- 
ay mornings were spent in special tests 
nd answering questions*about their 
ttitude towards the work and the 
vorking conditions). The hours were 
from 8 to 12 and 1 to 5, a quarter of 
an hour in each spell being devoted to 
answering questions about feelings of 
fitness, boredom, fatigue, etc. 








-e Different Payment Schemes 
ee Were Tried 
a Ne of (be girls had had any previous 
— experience in the work and they 
were at first paid a fixed weekly wage. 
‘This method was continued for nine 
weeks, and was followed by a competi- 
tive bonus system for fifteen weeks. 
= The girls were ranked each week accord- 
ing to output and the slowest. received 
oo. the same wage as on the time system. 
The next in order of output was given 
an additional — and. so. on: 
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meen 
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J This ak is abstracted from, a summary 


_ REPETITIVE 


’ “he question of incentives, financial 


4). _weighi ing, ( 5) weighing and Ț 
ng. The girls: worked in pairs,“ 
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RELATIVE OUTPUT 


Time Rate 


100 
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FIG. I: 


throughout the group, so that the 
quickest worker earned 4s. 6d. more 
than the slowest. This system was 
followed by a flat piece-rate for twelve 
weeks. 


Output Increased after 
Every Change 


To relative output and rate of 
improvement under the different 


systems is shown in Fig. 1. Each 





Under the — 
System output rose AND 
workers were happier because 
— earned more money and: 
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change in the method of payment pro- 
duced a large and immediate increase 
in output, 46%, when the bonus system 
was introduced, and a further 30% 
when the bonus was replaced by piece- 
rates. Under each system the rate of 
work, after a few minor fluctuations, 
became stabilized at a more or less 
uniform level. 


What the Workers Said about 
the System 


T girls were asked to give their 
impressions of the different, payment 


systems, Here are some typical come 
ments i — 
Time Rate: 





ame wage; no. chance to earn. more 


) -e Time-rate i is 
ie cannot work as well as the oth 


Bonus Rate — 


10 15 


EFFECT OF cle a ON 


yet if I want to make a bit more 1 


a time: you can earn more and: W 
k so dull.” — 






top as well as gotting the hig. 


time you work.” 









‘Piece Rate 










35 35° 





20 30 
WEEKS 









OUTPU 




















— vak hard bit others slack, ye 
they get the same wage.’ 

Worker J.—-‘‘There is no encourage 
ment to work; the only time I like t 
method is when I am not in form.. a 


Bonus Rate: 


Worker A.—' ‘Fairer than tim 
makes us work harder to get to 
Still, if we slack we cannot. t 
than the time-rate. A girl might 
lot more than another and orfly ge’ 
more. Makes you keener to do m 
work, and the more work you do 1 
quicker the time goes 

Worker D.—“I like bonus becaus 
shall not get less than a certain amo 





I can hurry. Work is not so di 
Worker E. —‘‘Bonus is better 





Worker G. Everybody gait 
It was nice to have the honour of 


You have to do your best or the 
girls will beat you.” : 


Piece-Rate: 
aaa a a a a arene 


Worker C.—'‘Gives us all an qnal 
chance and your wages do not depend 
on what others do. Interesting as you 
feel you are earning something all the 


Worker G.—‘‘Piece-rate is beat 
because it depends on yourself, More 
tiring than the others, but not so dall.” 

Worker H.—“When I am able t 
work well I like a piece-rate, but some- __ 
times I would rather be paid by time.” 

Worker ].—‘‘Interesting because we 
have an idea how much we are — oe 


“Worker í as We go along.” 
+» Worker C.—‘This method isn’t halt 
as interesting as the others. We can t 
. - slack or work hard and still get the 


The piéce-rate proved mo 

an the bonus system and 

— preferred to the time. 
| Pie . higher output under: 











PRIVATE : 
» TELEPHONE 
SYSTEM 


Always at your 
Service 
MOST 
EFFICIENT 
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For Sale outright or on Rental 
WRITE TO 
RELAY AUTOMATIC TELEPHONE SECTION 


SIEMENS BROTHERS & C? [P 


36-39 UPPER THAMES ST. LONDON EC4 Phone: CENTAAL 25 


SEE OUR EXHIBIT AT THE BUILDING 
CENTRE, 158 NEW BOND STREET, W.1 













In many of the more important centres facilities for the storage 
of traffic under bond are available with the LMS. 
Reserved spaces in LM S Warehouses are let at rentals ranging 
from £5 5 0 per annum (London £6 per annum). e 


THE CHEAPEST WAY OF STORING 
Storing with the LMS is the cheapest and the most convenient 
way. There are 400 LMS Warehouses at the country’s most 
important trading centres. The best thing to do is to keep 
a stock of your goods with the L M S in every district where 
you have customers, and where you particularly want to 
develop a new market for your products. Then, when you _ 
get an order you have only to telephone or wire the warehouse 
if MVI S nearest the customer and the LM S will deliver immediately. 
l 
Storage ground, with all the advantages of rail connection, can 
be had at most of the Company's Goods Stations 
FULL P ARTICUL ARS from any LMS Agent or from Chief Commercial Manager, 
Euston House, Dept. B.A.12, London, N.W.1 











"wo first-class products at the price of one. Two RIKARBON 
Superfine Typewriter Ribbons and one hundred sheets of 
high-grade RIKARBON Typewriter Carbon Paper at the 
special price of only 7/6 post free—and satisfaction uncondition- 
ally guaranteed. Here isan opportunity you should not miss. We 
are making this offer, for a limited period only, to introduce to 
more business houses the popular RIKARBON Typewriter Ribbons 
and Carbons. Post your order with remittance, TO-NIGHT. 


i ‘Save 25% on Typewriter Ribbon Spools R l K A R B O N | : 


Used Typewriter sp ols represent about one quarter of the cost of Type- JE 
writer ribbons. Write jor a copy of our 24-pp. booklet which 28 VICTORIA STREET f 


describes how you can turn your spools to good account, It's free. LONDON f S.W.1 E 
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TO OUR READERS: 


—You have sent us 792 commendatory — I 
letters in the past few months 


—80% of you are in the proprietary and | : 
Higher Executive Groups in Busines 
of substantial size _ | oes 


—More than 20,000, as many we belie 
as 30,000, of you dictate and/or appro 
of buying in your firms . 3 


—Your offices are visited each month 
Advertisers through “Business” 


our business needs «are logically: 
often inevitably — supplied by our 
Advertiser 
—Will you, then, tell our Advertise 
when making enquiry of them—that you 
saw their advertisement in “Business” | 


—Thank you. 


oe : : i for 9 ‘ J 7 

— oi * — £ EA 

Meas Drawings- py Ñ N BUSINESS 
-forall your advertising./ EN Aoi The Complete Journal of Management 


copy ot ons latent Tart Wene to CRICBTON Wody OY 8 6 Carmelite Street : E.C.4 


STUDIOS, S Chancery Lane. London WGA —— 
— yo a Central 9894 (6 lines) 


iTS SO- BRACING: for: B 


| USE THIS If you desire information from 
COUPON tbe Editor or from Advertisers 
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To BUSINE S Service Department, 6 Carmelite Street, E.C.4 — 
Please send, without obligation, more information in connection with advertisement 
(or advertisements) in the August, 1934, issue of BUSINESS numbered. below. 
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one us to sense > the $ 
= Ru with call: its trials 
i of your business into con- act 
eciications. More than that, it 
dingly useful procedure. 
exactly, is to be accomplished ? 
uestion, as related. to your K PAEA 
| rise, is faithfully answered, fac tion along the A 
more often than not a simple, crystal- particular task at 
clear answer will reveal how the objec. bave ever done na —* 
tive might be attained. a — bettar tha 
Actually, many of our problems are 
not solved more easily for the simple 
7 reason that they are never thoroughly that our journey through : 
where deserved, progress analysed. When problems are reduced pees abie — he — 
ess, a friendly word with te crisp, definite specifications, our terg 16 
d freedom from undue thinking is focused more sharply, and 
often the means of accomplishment is 
revealed. 


other goatee of working-——good 
—— pleasant working condi- 


ed that compensations 

1 have more to do with 
f work and the spirit of a 
s actual money compensa- 
ys some half-happy mem- 
) f needs more encourage- 
than more pay. 


ting the objectives ‘and 
problems your own business into 
specifications. You are likely te be 
agreeably RS the result. on anuals: "ha 6 
his first duty is 
wrong. His. first 
— is to im — Ke 


Succes $ 


has well said: *‘Syccess is a 
journey, not a destination.” ppiness 
iti is s interesting to turn the aims and is to be found along the way, not at aor 


iret tarianau inana Su Web AIO EVEN MEH ASAI A aharien sath fama ey 
SAEN EEN pel ie tg tsa Sensing borage E, 


: TA 4 Incentives Buck-up £ aty | and satisfactios, were ing and aft 
= Obtained when, later, the pairs of fatigue was 
_ Repetitive Work. — we re-arranged, decreasing c 


— from page 24) | Fork-Curves Revealed 
>: These Faults 


At F irst :Compefition Caused utput-curves under the three differ- 
Quarrels er tems of payment are shown 


The time-rate curve is 
here was, — one disadvantage example of the typical 
to the bonus and piece-rate systems : urve’. _The > ork ers start ed 
eir strong appeal to the competitive , 


spirit did not make for good feeling . n henna — — Note: There 
between the workers. Under the time-@ increased a; the morning went on, until tie interesting 


te system the girls talked freely and, they nega D —— — * 


though bored and indifferent towards |... nil | a carve followed a thet be 
he work, were usually on the best of ~ m : 
erms with. one another. With the 

| i * there was a — 
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ealousy was shown when an excep- 
tionally high output was attained. The 

rorkers, also, were very easily irritated 
any condition, real or imagined, 
which impeded output. To quote from 
the report: ‘‘The toffee was repeatedly 
said to be too big for the tins; string 

eemed to develop a tendency to break, 
and wrapping-paper was blamed as too 
thin and liable to tear. Yet the 
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Morning * J Afternoon. 


RELATIVE OUTPUT 
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y to stimulate these 
uman nature is, unfor- 
tes all — o TEE | | 
— I0 1312345 
QUARTER-HOUR PERIODS 


PUT-CURVES: UNDER DIFFERENT 



























































~The ideal 
Benefit Society 


- makes provision for 


-SICKNESS 

ACCIDENT © 

~ OLD AGE 
DEATH 

















at unequalled terms. 


| Members accepted from 
12 to sy years of age. 





| For 2d. a day a Youth joining at 
-15 years of age and completing 
his membership until 65, will 
ceive the sum of not less.than 
£522, in addition tò which he 





per week anes ili. 


` OTHER — 
House Purchase 


| - Business and Professional Men's 
3 Section 


, ideal Bank, Limited 
_ Life Assurance 
: Merom! Health Insurance 
ee Works Scheme 


will have been covered for £1 e 
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| tion was analysed. The machine opera- 
tors were the first consideration, they 

| would have of necessity thorough know- 

if f ledge of machine posting. Then there 


had to be a control clerk also of the 


5 — — — — — tee eh — Late At par — 





i poteat to handle — of all kinds. 
| The value of this is obvious, as costs. 
frequently result solely from damage 


incurred through ignorant handling and 
storage. 


This Financial Service. 
Is Important 


From the financial side, a good ware- 
housing firm can be of immense use to 
a trader, for such a firm is an actual 
banker in merchandize. Many business 
men purchase whole cargoes at low 
prices, and warehouse them for two or 
sometimes three months. In order to 
prevent the unnecessary idleness of the 
capital involved in the goods, the ware- 
housing company can issue a warrant 
on the stock held. This, together with 
the invoice showing the actual price 





20,000 ACCOUNTS 
~  MECHANISED 
IN 7 DAYS 


(Continued from page 21) 


Each separate operation of the sec- 


Selection of Suitable Staff is 
a Vital Point 


first calibre, who would 
machine figures really did agree with 
the control, and finally juniors to do the 
actual ‘stuffing’ of the ledgers. The 
machines were placed in a position so 
that the operators had a minimum 
amount of movement in the day and 
so that everything followed in the 
natural order of events. 

When the day arrived for the change 
over we wondered how what we had 
put down on paper would work out in 
practice. As the ledger clerks finished 
writing the statements for a ledger, 
these were handed over to the machine 
operators to be posted to the new ledger 
cards. These, when they had beeg 
posted, were agreed withea control 


figure taken out on a small adding 
11 machine, | 
{found in practice that the machines — 
it {| had to wait for the statements as they © 
IH contd post faster than the old depart- 
d ment could write them. E 
i se seven — * we were te 


ledger by ledger. 





ledgers: — — but it can 


would have proved too big a band 
to pull up to date, and any differe 
can be made by journal entry. . 


-is of the unit variety; the writer 
“heard of cases where firms have’ ' 





see that 


It was. 


aid | to selling. 






paid for the goods, is taken by any o 
the major banks, who will advanc 
almost the whole of the invoice price. 
on the security of the company’s war- 
rant. If the market rises in the mean- | 
time and the trader sells some of the | 
stock in the warehouse, this amount is eee 
reduced from the warrant. e 

From this outline of the servich = 
which can be rendered by a warehous- __ 
ing company, its importance is clearly 
visible. For that reason, any business __ 
man proposing to make use of a ware- 
housing company should first satisfy 
himself thoroughly as to its integrity; 
he should choose his warehouseman as _ 
he chooses his banker, for each cean 
provide a most important specialist 
service to improve the efficiency and 
reduce the overhead costs of the modern 
business. 


pointed out in defence of this p 
that as it takes about three weeks 
the close of the period to agre 


It is impossible to have gone th 
a period such as this 

valuable lessons, Transferring 20 
accounts is not a big undertakir 
proper preparation is made and 
the obvious is looked into for pos 
difficulties. Care should be takes 
make sure that the media which f 
the basis of the transfer of the bala 


with disastrous results. | 
Much has been written in this. art 
which, from the first glance, does n 
look connected with the title, but i = 
is by the machine-like co-ordination of — 
all the factors mentioned—-and with the __ 
close co-operation of the various manu- 
facturers of the machine — A 
equipment, that it was possible to 
transfer 20,000 accounts in 7 days. 


—— — 








TWO - PURPOSE 
BUSINESS CARD 


Ry ordering his business cards a little 
larger than usual, a salegman of 
well-known concern has obtained a new 
He attaches a penn 
the front if his card, befe 
it to the prospect. 
f he cannot see the sales 











m by writing on the ya 


HIS BUSINESS 


(Continued from page 11) 


and factory, were given adequate pen- | T 


sions or lump payments and retired. 


This cost a good deal of money, but the | 
investment in virile, modern assistance | 


which it allowed us to make in replace- 
ment rendered it an absolutely essential 
MOVE. oe 

- It was, naturally, the heads of depart- 
iments, the key men, who were the old 
and out-of-date units. So the need of 


replacing them with new blood was] f 


doubly urgent. 
In addition to the retirement of old 
hands, every item of work in factory 
and office was carefully gone through. 
Many profitless jobs were cut out alto- 
gether and the routine of many others 
considerably shortened. It was a mat- 
ter of microscopically examining the 
verhead until we got right down to 


a) what exactly was the | 


b) what was the most efficient way pos- 

L t dom Every job had to] ği 
tand up to the tests: “What does it | f 
efinitely do, does it achieve an actual | 
rogressive result?’’ and “‘Is there some | 


ible of doing it. 


horter, better way of doing it?” 


“These searching tests did not result | f 
there | 
vere cases where we did not fill the | 


n wholesale dismissals. True, 
laces of,old employees pensioned off. 
the main, however, the replanning of 
e work enabled us to retain the em- 
yees, as the new, modern depart- 
nts which were opened up absorbed 


he people who had been taken off pre- 


usly unprofitable jobs. 
In six months this complete reorgani- 


ation stopped the losses and almost 


rought out the accounts to break even. | 


nine months the accounts were even, 
nd at the end of twelve months work- 


ing the company showed its first profit | 


- —true, a tiny one—in eight years. 


— — Aip aeee 


SHOULD SALESMEN 
HANDLE DISPUTES? 


(Continued from page 12) 


‘course of a short interview, at a much 
Jess cost to the firm than the settlement 
suggested by the office. 


2. Adjustments Made 

-= More Quickly 

‘A second advantage gained by leaving 

the matter to the salesman to take 

© of is that adjustment can be made 

ch mofe quickly. One of the most 

ortant needs in settling disputes is 
elay and to close the 


long corgespon- | 


the man who is, at 
to be irritated. 


if the salesman | [J 
page 30) 


During those rush moments when 
you reguire to be in ten places at 
once, that iswhen the DICTOGRAPH 
system of house telephones will 
prove your most helpful, rapid and 
efficient “assistant.” Not only then, 
but at all times this unique instru- 
ment w | truly be an asset to your 
organizasion. 


INTER COMMUNICATING 
AUTOMATIC-LOUD-SPEAK- 
ING-The Dictograph Tele- 
phone System enabies yote 
as Principal—by the merest 
flick of the key--to 


1. Get through instantly 
to any departmental member of your 
organizat on, without turning a dial, 
calling Exchange, holding an ear- 
piece, or speaking into an insaritary 
mouthpiece. 
2. Taik naturally to him, 
ing your voice and with- 
from your seat or even 
from your usual attitude. 


3. Hold a gonference | 
between several of your depart | 


mental “heads” 


without a 


through a loudspeaker 
as if they were standing 


asd 
aty 


H you wish your replies to be 
own ear only, an earpiece is pre 


5. Retain both hands 


to write or hold papers whil 
talk, or even walk about t 
or dictate your letters, 


Secure right 


G. 


in a polite manner over 


ments. | 
Can you afford to bes 
conveniences in your - 


We give free demon 


own premises without 


obligation. 


Head Officezand Works: | 
= AURELIA ROAD, CROYDON © 
Londen Sales Office: ABBEY HOUSE, WESTMINSTER, S.W. 
Telephone : VICTORIA 2714 (3 lines) ese eae 


BRANCHES +<LONDON, MANCHESTER, BIRMINGHAM, GLASGOW, 
"BELFAST, LEEDS, GRISTOL, NEWCASTLE, CORK, Ete. 


ü Ai haaa ima — nn anaa UR Wien ry aan aeaa aA T — * 


SERRE RI 


SAVE SOMETHIN 


every day at starting and stopping times by transforming Wwa sted 


minutes into productive time. Modern trading condi 


money-—and quickly pay for its own installation c 
* bes PSPS e tmiem? 
Send for details. 


GLEDHILL- 


38 Empire 


Works 










are being used for 







 @ Asiline Dyes @ Cocoa 

0 Greases @ Lenses 

© Dry Chemicals of all kinds 

0 Nails @ Pastes 
O Pepper and @ Soap 

Spices Flakes 


| and many other products 
Made in 400 sizes and several styles, 
GUELPH casks would meet your pack- 
ing requirements. Full ‘particulars 
and/or quotation on request. 


THE GUELPH PATENT CASK CO. LTD. 
st Ferry Road, Millwall, London, E.14 
TELEPHONE: EAST 0279 

j at Manchester and Scotstown, Quebec, Canada 















SSS DISPUTES 
~ ON PAY DAY 


TJ USINESS houses are eliminating un- 
pleasant wage disputes by employing 
-> LANCASTER'’S NEW PAY 
WALLET S—the really efficient pay 
envelope. Employees can check their 
HgOney—even handle. their notes, without 
_ extraction and without tearing the wallet. 
In case of a mis-count, wages can be easily 
checked withSut opening, the sealing being 
absolutely secure and permitting of wages 
_ being made up and sent any distance with- 
cont risk. 

Yet LANCASTER pay wallets are with 
practice speedier than the ordinary trans- 
parent envelope because notes need not 
be folded. 

Blais Free sample Wallets 
es: and Prices on request. 


= LANCASTER BROS. & CO. 
Cash Bag and Envelope Specialists 

- Shadwell Street - 
= Birmingham 

















] natural thing 


| neglect other things. 











er anyway ! 
Whether placated or otherwise, the 
customer will almost certainly allude to 
it on the salesman’s next visit. He 
will expect the salesman to know all 
the details, and to have in his recollec- 
tion just what was done, or not done. 
If he should appear to have no know- 
ledge of the incident, the salesman is 
bound to lose prestige. He will be 
mentally noted by the customer as a 
mere order taker, having no deeper 
relationship to the firm he represents. 


3. Here, Office and Salesman 
» Must Co-operate 


O n the thorny subject of collections, 
I think that most salesmen prefer 
having nothing to do with them. 
Nevertheless, the duty cannot always 
be shirked. Looking at it by and 
large, the man who sold the goods is, 
logically, the man to collect payment; 
especially if the debtor is inclined to 
hold off. 
To the merchant, it seems the most 
in the world to pay the 
bill he already owes to the man who 


isin his shop taking an order for more 


goods. This certainly helps regular 
and prompt settlements. Yet the sales- 
man who makes collections is apt to 
find himself involved in much else that 
lies outside pure selling. My personal 
opinion is that no salesman can do his 
work thoroughly and at the same time 
Whether the firm 
which employs him approves of it or 
not, the merchant will take the sales- 
man as representing his house in the 
fullest sense. Of necessity, the sales- 
man will have to give up some propor- 
tion of his time to listening to ‘tales of 
woe" and will be expected to be able 
to adjust any sort of trouble that may 
crop up. Specific rules for his guidance 
may be formulated to cover most con- 
tingencies, but in certain circum- 
stances individual discretion and com- 
monsense have to be called into play. 
The most practical procedure is through 
the fullest co-operation between the 
man on the road. and the office, neither 
feeling that the one is usurping the 
functions of the other, The travelling 
salesman can often make a quicker and 
more satisfactory minor adjustment 
than anyone else, if he feels free to act 
without interference or quibBling critic- 
ism. He will not object to amall prb- 
portion of his time being spent thus 
unremuneratively, as it helps hi$ stand- 
ing with his customer, and often he can 
obtain a better order on 
it. For the other part, 





involved is very consid 





EASIER 


















REFERENCE 
in LESS TIME! 


Because of their simplicity and 
durability, “ROBIN” Looseleaf Books 
make both the entry of records and 
reference to them exceptionally easy 
and economical. E 

One firm has over 800 in use. May 
we send you one on approval?” 


One “ROBIN” Looseleaf Book with A-Z e 
index and 200 leaves ruled stock record, >; 
feint, cash or double ledger, sent on 
seven days’ approval fer 9/6 post free. 


Ask for our Catalogue of Looseleaf Bool 
— and Office Equipment i 


LINCOLN 
and at 3 Old Jewry, London, ] 










A Worry-Free Holiday 


fs guaranteed if you leave a. 
Gledbilf Tillin your shop to 

safeguard your interests... 
Leave the shop witha tranquil: 
Tey Mind—the GIQdhill will keep © 
i a check on every transaction = 
J til you return. | British 
throughout. A eh eae 





G.H.GLEDE 


(50 TRINI XW KS 









i E | 
Bloomfield. (Eden Fisher, 
a good pamphlet this book would 
| le. The idea of real double-entry 
in a simplified, and therefore, time and 
cost saving form, is attractive. But the 
author: groans heavily under the trials of 
the pioneer. He toils along in an irritat- 
ng and complaining way with his 
apologies until he gets to the few brief 
chapters at the end which contain his 
interesting suggestions. Do away with 
ledgers in their present form, he says, 
make the books of original entry tel a 
lete and continuous story, and use 
d concise summary book. The 

ow how it can be done, 
sufficient patience to bear 
who has a grudge against 
ag world, the other man with 

J something to say. 


by R B. 


complete description of the World — 

sion, nor of the proposed means for end- 
ing it.” Thus Mr. Mowat in his intro- 
duction to this comprehensive account of 
world | problems. The problems discussed 
refer chiefly to Europe; the United States, 
necessarily, comes into the discussion and, 
to a lesser degree, the Far East. 


and Recovery, by R. B. 

sowsmith, 6s.). 

slowly goes onward. Mr. 

outlines the forces leading to 

jon of 1930-4. He deals 

with the pr@sent and future: 

“American experiment, the policy of 

restriction, 'dišarmament, 


an H. Kniffin 
— Publishing Co., 28.). 
— This i is + nO. a book on banking — 


of the depression. At the 
s not merely written for the 
„and bank employees, it 
ting reading for those out- 
rid of business. 


Sol's Di r tory of Registered Telegraphic 

Addresses of the Commonwealth of 
Australia, 1934. 
-The official list of Australian Post Office 
and Registered Telegraphic and Cable 
< -addresses for 1934. (Business Dictionaries 
Ltd., 208s.) 


Fundamentals of Industrial Administra- 


a tion, by E. T. Elbourne (Macdonald and 


Evans, 128 6d.). 
co This textbook is a storehouse of facts 
‘set down in.a way that is a contrast to 
the rather heavy title. Its contents should 
be studied by those who talk glibly about 
he State taking over industries. 
ted is i in. such a readable book as — 


ho are uncertain —— 
are moving with the ti es, 


by mear 


It is a practical book. 


Business Law: : Principles and Cages, by | 
Thomas S. Kerr, 
Law, and [ean of University of Idaho, 
U.S.A. and 
(Chapman d: Hall, 33s.) 

A "tase" 
men prepariig for executive positions. 


and G., R. Davies (MeGraw-Hil). 128.) 


The Economies of Advertising, by E. W. 
Taylor (Alles & Unwin, Ltd., 78. 6d.) 


People ate beginning to wonder what | 
will be the final outcome of the great | 
increase in the volume of publicity of | 


modern tires. In his new book Mr. 
Taylor deals with three main neadings: 
The claims made for advertising: « 
of advertising; advertising and the Press. 
_ the chapter on Faactions of | 

i fuad interesting in 

market research and modern” 

athods. 

l 


any form. 
_ Gost Sande unt 


z 48). 


evening | 


Professor of Business | 


text-book primarily for young | 


Depression and Recovery, by D. Yoder 


eriiciens | 


uis of the regular hard- working | E 
_ business man. 


Member of the Idaho Bar | | — 


WITH INDEX 
& 100 SHEETS 


| Another fine ledger from 
| the-Fields"~~Strong and d 


Í competitive price-—but the 
Altogether the book | * 
oe to —— t rose w who | 


is there—Bound ful 
leather 


Sieben" a 


“The. ‘typical | SSS 
— ‘this modern and | 


indispensabie tool are described 
book. Wi 
trations, 


applied to Financial Control, 


in this] ` 
o practical examples and illus- | g 
yet accounting is shown here | | 
Operat. | 
ing Control, Sales Policies, Cost Records. | 


The Marketing Institution, by Ralph F. |. 


Breyer (Mci raw -HN 18s.), 


— OUT? 
(Continued from page 17) 
that the measure was alo meine: 


tive and that it had not been made with | 


any idea of dismissals. It was made | 
very clear that if each emplovee had | 
his or her {salts pointed out and would | 


take the trouble to correct them and to | 


accept the management's helo in cor- 
recting them, it would be fi: sancially | 
better for tiem individually amd for the | 
shop asa whole. A bonus scheme based 


step to bacx up the idea. 


called in ¿he following week t ensure 
that the.staff were sold on the plan. 


Thereafter ©. short informal menting was | 4 
l measure | XY 
and to keep the scheme thoroughly | 


held. fortnightly as a ‘pep 


i ` bare outline, is the plan, 


worked through the personnel, to pre- | 
s vent customers from leaving the shop | 
| t It has | 


r without baying. 


TE A sec | orders. 
on turnover was instituted as a practicai | 


l 4 ARRIVES unherald 

$ uninvited. Justa le 

of many. But it is as mt 
| representative as your stars 


| Just a sheet of paper, but j 
standing between you_ at 





see that yours : i 


i letting you down. 
After this first meeting another was | 



























cational bulletins, and we suspected that ee 1000 - 52 


the men still treated the bulletins. with | ; : ‘a , : | = 
the contempt which the old bulletins RE A L P i OTO 
POSTCARDS 


had so richly deserved. The two signa- 
tures signified such august approval 
Reproduced fromany Photograph, Drawing. J- 
or Sketch J 


| that this would be prevented in future. 
| The last fifty bulletins were given up 

| entirely to the actual selling of our pro- Photo Business Cards -250-34 x2} a 

duct. Each single bulletin dealt with a Alt styles and sizes of Photo Printing quoted 

| separate phase of the actual selling. rede. Tiada Encinas Seiad 

Taking a few at random, they dealt with — motes 

the use of Verbal Proof Stories (particu- B. MARSHALL Photverannic es 

NOTTINGHAM | 

LONDON OFFICE: EXCEL HOUSE. 


|larly necessary in our line), with 
WHITCOMB ST.—Phone: Whitehall 2606 || 





Comte fom a 8 
















































| methods of closing a sale, with the 
| proper methods of using technical 
| knowledge, and so on. All these and 

lote of others were useless without the 
| preliminary training which the first 













The unique green blotting with 
a big price saving 











174 x 224 thirty bulletins gave, but with that in 

a Ream 6/6, 4 Ream 12/-, 1 Ream 23/- | | mind the men could make good use of 
| , them. 
Carriage Paid No Builder's, Painter's, Window 







cleaner's or Householder's equi 
ment is complete without | 

indispensable FORWARD PATEN 
SAFETY EXTENSION LADDER. 
Each 2 or 3 section ladder 












= Send for Samples TO-DAY 
IT WILL PAY YOU 


ANCASTER BROS. & CO. 
— Envelope Specialists 
Shadwell Street, Birmingham 4 


Reports Made a Basis 
For Criticism 




















It was at this point that the reports 
came in most useful. They had been 
carefully collected and analysed for 
thirty weeks. It took a good deal of 

| time, and the first ones to receive atten- 
1 tion were those of the new members of 
A 1 — | the force and those who were putting in 
; suit out the guesswork _ low sales figures. They made a surpris- 
SoG West a | ingly clear picture, and it was compara- 

, , +» this instrament | tively easy to pick on the real faults 

_ tells you exactly | which were holding these men back. A 
E of the at fs sonstanty personal letter was written to each 
' changi It affecis | Salesman as the analyses were made, 
the weight and con- | and sent along with the next bulletin. 
| you handle in your | No warning that this letter was coming 
| warehouse of factory. | was given to the men; suddenly, one 
‘contraction — often | Morning, they opened their mail and 
deterioration. through | found a long letter signed by the sales 











try our ‘Service Ladders. Dea 
rungs from 21/- (Same size 
‘Porward.) Write for Free L List 




















X.L.G. London: 8, Gt. — 
—Can You Write 

Letters - 
That Bring Busines 


ERE is a book that shows you. “How | 
Letters that Win” covers the whole subje 
business correspondence in a practical and. cor 
sense way. It tells you how to use letters pr 
in every phase of business; explains in deta 
elements of a good letter, and, step by step, 
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ake excessive moisture. | Manager and the managing director, a e aida book shows eny 
e The most efficient method of determining humidity is making suggestions for the improve- sceptite: lnptere that All eeeate busiaaee: 
: by the Industrial Model ment of their selling technique, and re- —sell goods and reclaim lost customers, 






aa adjustments and collect accounts, 
—and carry on transactions of all kinds. 


M To-day, when the tr 
aq dard of business lettem ~ 
Ia is so high, you cannot 
d afford to be without — 
oG the practical help that 
| “How to Write Letters 
l that Win” will give — 
e you. Make sure -of 
your copy now, snd 
start te pul its profit. ~ 
making plans in prac- 
tice immediately, See: 






Es H U M A T A G R A P H | ferring to previous bulletins. This letter 
ae P | was a further insurance against the 
Write, mentioning BUSINESS, Jor fully descriptivos leafle | bulletins being neglected. It was more 
SG. L. BURDICK MANUFACTURING Co. | potent than any threat of “Get Sales 
> Stevenage House, 40-44 Holborn Viaduct, London, EC.) | or Get Out’, because it told the men 
— where they personally were going 
wrong, and it also directed inem to 
| practical methods of self-cure. 

The later bulletins themselves were 
not ornate in any way. They were 
entirely without pictures or embellish- 
ments of any sort. They were printed 






































MONROE 
CALCULATOR 

















: on fairly good paper, and ethey were convenient coupon: 
ELECTRICALLY DRIVEN |} couched in sober and reasonable tones pera: | 
| which an intelligent man ‘would best 
FEW MONTHS appreciate. Post this Coupon NOW! 


-~ The main point about our system is 
the idea of running a series of bulletins | 
like a correspondence course, which. 
poa it — to make a connected; 4 
ng 


ONL an USE 


—— S SCOPES CCPC Tete Te eet re Career rte ere eter rere Sere Tee Ter Tee Str eee EEY ee a SA 


WP JB . cO., LtD., 
6 Carmelite Sires, London, E.c4 ee 
5 ie. - Letters that Win”, for, which” : 
















| than a series of temporari — oS o 
| | arving but Permanently. noel xpl a Sage eae —— 
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“BUSINESS 






— a THOMAS DIXON 


ad ago the sole idea 










3 t — hi mea mince a more closely 
y _ the. — J 








— he ekperiericed salesman of to-day 
i is, very often, the buyer’s guide, phil- 
_ osopher and friend, helping him with 
sound advice born of his wider know- 
ledge, saving him from many costly 
- mistakes, pointing the way to the most 
: profitable lines of business. That is the 
direct result of the theory of service 
which is playing an ever-increasing part 
in the conduct of modern business. 


-To sell what. the customer needs 
father than what he can be induced to 
< puy is the key-note of the best selling 

tactics to-day. ‘‘High pressure’’ selling 
_.--the unloading of a bill of goods far in 
excess of the buyer’s requirements—is at 
a discount. Even after goods have been 
sold ‘‘service’’ continues: the buyer is 
helped to. get. the maximum benefit 
om. bia s porchase. 








ne synem we see the 
ole idea of the 











eels 


who finds it a , difficult job to cope with 
the duties imposed on her daily by a 
busy employer’s activities. In each 
case Dictaphone service means a solid 
saving of time and labour, more per- 
fect control of every minute of the day, 
a better co-drdifiation of joint effort, a 
substantial economy in actual cash. 


Few people realize the amount of 
time saved (1) by the instant readiness 
of The Dictaphone for work any minute 
and (2) by the mere abolition of the 
wasteful drudgery of writing and read 
ing shorthand. 





An hour every working day is a con- 
servative estimate of the time saved for 
the principal. Two to three hours every 
day is an equally conservative estimate 
of the time saved for the. secretary. 
Work out for yourself the actual cash 
value in a year represented by such a 
saving as this. You will find that it 
represents a return on your investment 
in The Dictaphone which you cannot 
obtain in any other way. It means that 
in the average office the Dictaphone will 
actually pay for.itself in from twelve to 
fifteen months, and after that will make 
just so much profit every year. You 
are paying {gr a Dictaphone installation 
every year, even though you may not 
possess it, ine wasted time. 


Try to grasp what the personal 
service of The Dictaphone means to 
you--freedom to dictate your letters, 
memoranda, instructions, etca at any 
moment you like, freedom to dictate 


as fast as you like and. for as. long 


as you like, freedom fr m the i 
tating mistakes inseparabl i 
ried shorthand oot 
every detail t 













































THE DICTAPHONE 


(Thomas Divan « Managing 


Bristol, Leads, Nowenitloon Tyme ee 


POST THIS COUPON © 


THE DICTAPHONE. Co Lad, 
Kingsway House, Kingsway, 4 ii 










abour Saving 
òy stems 
@ 


ELIMINATE UNPRODUCTIVE LABOUR 
IN HANDLING YOUR MULTIPLE FORM 
WRITING 

















Ask us to prove to you that we can 
save you £1.6.8 on every 1,000 
Multiple forms completed In your 
office 


—“ 
nikal nt ALAN Rd MPAA 


SPEEDOFORM | FANFOLD | TRANSKRIT | 


— * tevin nti rt nineteen 
SERRE a fa yas Pr 














and on every one of them yowi 
find Crichton busy engaged? in 
— bright Ideas, intriguing Drawings. and come 
akie Copy for every type of business that meeds 
wee ad oder Iron —— to Pall Page alvertise- 























THAT BAMAN E 


NORTH CIRCULAR ROAD, LONDON, Now. 
Telephone: GlLAdstone $477 


-speeds up routi 
sorting of 


Correspondence, Inveic -~ 
Orders, Sales Duplicates, Stores Requisi- 2 
tions, Job Tickets, etc. es 
SORTER GRAF saves because it simplifies. oe 
it applies the first principle of fast 

and accurate sorting - fewer handlings. 


: a SORTER GRAF gives immediate and 
not? Well consult the NEW BIZADA “one- continuous availability of material passing — 
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Just HOW Strong 


| 7 
* SEPTEMBER, 1934 


will this 


AUTUMN 
REVIVAL 
Be? 


By The EDITOR 


reat difference of opinion exists as to business prospects for the 
G autumn. Some distinguished authorities, including the Federa- 
tion of British Industries, Mr. Baldwin and The Times believe 
that the flattening out in the curve of expansion is more than seasonal. 
Mr. Baldwin fears that ‘‘saturation point is within sight” in the 
home market. The F.B.I. believes that we are not at the be- 
ginning of recovery but that “‘trade is probably already back to 
normal, having regard to the limitations of the international situation”. 
On the other hand, with contacts in every industrial centre in the 
country, Lloyd’s Bank is confident that the revival will go ahead this 
autumn. So is Mr. Runciman. The closely informed Manchester 
Guardian and the Daily Telegraph are also equally confident that 
there are no signs of a setback. 


When the experts differ so widely, 
what is the plain man to assume? 

Let us put down the bull and the 
bear factors; there is not room on this 
page so we will list them overleaf. 
With these before us we can weigh the 
importance of each on the situation. 
For autumn prospects will tum on 
the precise balance resulting from 
the clash of these opposing forces. 

However important the increase of 
international trade may be, however 
much its stagnation may limit our own 
power to revive, certain important 
factors relieve the situation. The first 
is our proved ability to get a greater 
share of the Empire’s business without 
‘losing any great amount of our foreign 
trade. rough the fall in sterling 
and the Sagacity of his trade agree- 
ments Mr. Runciman has been able 
to keep up our foreign trade to a 
(relatively) astonishing level,” while 
that of the gold countries dwindles. 

An interesting comparison by The 
Times shows that during the past half- 


year our exports to our 25 chief foreign 
markets were only £7,664,000. less 
than those for the first half of 1931, 
before we left the gold standard. 
Although our exports to France were 
halved and those to Italy and Germany 


The TREND of Trade 
THE FACTORS 


' which 
WILL DECIDE 


(see next page) 


fell by roughly a third, our shipments 
to the Dutch West Indies were practi- 
cally trebled, while Denmark took 
nearly 50% more, and our exports 
increased to Sweden, Rumania, Portu- 
gal, and Finland. In other words the 
sterling block was almost entirely 
responsible for the chief increases. 

It is true, though, that during the 
same period our exports to Empire 
markets fell by just under £2,000,000. 
Since the tariff war resulted in a loss e 
of £5,250,000 of exports to the Irish 
Free State, it is clear that there 
was a gain of over £3,000,000 to 
the Empire proper. Australia took 
{4,680,000 more of our goods; South 
Africa {3,000,000 more. 

The interesting result is that while 
our exports to the Empire rose from 
43.8% to 45.1% the rest of the world 
still took 54.9% as compared with 
56.2%. : 

= 
These Are Export - 
Opportunities 7 

What we have lost in business with 
the gold bloc has been very largely 
made up to us by orders from the 
sterling bloc and the Empire (outside 
the Free State). 

Of course these figures can be read 
in another sense. You may say that 


° they show inability on the part of the 


For the BUSINESS Weather - 
Map and employment sit- 
uation turn to page 32 


Empire to absorb any very much 
greater amount of our goods. Cer- 
tainly our imports fron&the Empire 
in the past half-year iħcreased by 
£14,000,000 over the same Period in 
1931; yet the Empire took nearly 





THESE FACTORS WILL DECIDE 
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FOR 
RECOVERY 


Home 


Building boom continues: Esti- 
mate for 1934-5, 350,000 dwel- 


ling houses 
Iron and Steel output rising 
Coal trade steady 


Engineering improvement con- 
tinues 


Shipbuilding steadier 


Rayon outlook for autumn good 
Motor industry breaking output 
records 


Commodity Prices rising 
Railway earnings up £3,500,000 
Revenue returns fair 

Electricity output rising 


— 
Foreign trade increasing 
U.S. foreign’ trade increase 


Exports to Australia and New 
Zealand rising 


Anglo-French trade agreement 
Lithuanian trade agreement 


Psychological Factor > 


Manufacturers’ increasing confi- 
dence in competitive price, due 
to better methods 


AGAINST 
RECOVERY 

Home 

Whoksale prices down .1% in 

July 

Provincial Bank Clearings down 

Unemployment 33,000 up 

Wool trade weakening 

Threats of cotton strike 








Foreign 
U.S. drought, and labour trouble 


U.S. revival will be late this 
autumn 

Germany boycotts raw materials 

Dutch coal quota reduced 


Further decline in registered ton- 
nage at work 


Psychological Factor 
Danger of U.S.A. competition 


through cheaper dollar 


Danger of mark and franc de- 
valuation 








£2,000,000 less of our manufactured 
goods. But these figures cover a period 
of low commodity prices. The coun- 
tnes whose commodities rose in price, 
i.e., Australia's" Wool and South Africa's 
gald increased their purchases from us. 
May we not expect the same result if 
a rise in the price of wheat assists 
Canada and that of rubber our Malayan 
dependentvies ? 
ut we are not at the end of the 
possibilities of foreign trade within the 
gold bloc. The new French 
agreement restores all the quotas. Even 
the agreement with Latvia ensures us 
80% of her coal orders (with a minimum 
of 178,000 metric tons a year), along 
with 50% of jer entire coke imports. 
AltogetRer coal industry is selling 
upwards of 3,000,000 tons abroad as a 
result of our foreign agreements. 
Yet we have an import surplus with 


most of these countries. While we 
remain their best customers, there is no 
reason why political bargaining, rein- 
forced by manufacturing ingenuity and 
marketing skill, should not increase our 
share of their business. All these coun- 
tries are looking forward to better 
times. This should mean increased 
imports, particularly of the luxury 
goods in which we specializes 


“Saturation Point” 

is a Myth 

° Perhaps the least tenable of the argu- 
ments against the resumption of the 
revival during the autumn is Mr. 
Baldwin's fear of ‘saturation point”. 
No one has ever defined that marketing 
bogey, but it has many times been laid 
by enterprising industries. The motor 
trade was supposed to have reached 


saturation point in 1927; but sales went 
steadily on The vanes trade has been 
reaching saturation point every autumn 
for five years; but it continues to break 
its own sales records. 

Saturation point is largely a myth, 
for the pool of internal p 
power is never fixed. The slightest 
increase of prosperity in a single in- 
dustry widens it. During each of the 
last three years it has mightily ex- 
panded. Not merely better business in 
many industries but every improvement 
of the technique in credit-giving, every 
cheapening of money, expands it. 

The interesting point is what is 
likely to happen to the pool of 
credit this autumn? Willit expand, 
contract, or remain stationary ? 


The factors making for recovery sug- 
gest that considerable expansion is pos- 
sible, for the core of the present revival 
is the boom in building, just as the 
heart of the American setback is the 
complete absence of building enterprise. 


Building Boom 
A Fine Pointer 


Already houses are being built at the 
rate of 300,000 a year. If the present 
rate is maintained a record of 350,000 
new dwellings is for the 
coming year. Further, the building of 
factories is going ahead on a big scale. 
During the last quarter plans for fac- 
tories valued at {1,479,500 were passed, 
compared with plans worth {899,100 in 


1933. ° 

The solidity of a building boom as a 
basis of prosperity can be seen from a 
few figures. Tg it the railways owe 
some of their £3,500,000 increase 
in business during the past half- P 
The L.N.E.R. is running a ‘‘daily brick 
express’’ from the Peter brick- 
fields. Every brickfield is working to 
capacity. Cement is booming; timber 
imports are at a record figure; almost 
every pottery making tiles is fully 
employed; the hardware trades have 
benefited; so haveethe glass, light cast- 
ings, plumbing, paint and a host of 
other trades. 

To the building boom the iron and 
steel trade also owes part of its 
prosperity. The preference of many 
councils for steel and concrete construc- 
tion is well known. Their confidence 
in the future may be judged by the big 
new plants now going up at Cardiff for 
Guest Keen & Nettlefolds and for the 
British Iron and Steel Co. These trades 
depended on exports for their large out- 
put in the past. They are not likely 
to find similar export possibilities in the 
near future, but they have now a pro- 
tected home market; they have also big 
possibilities in Empire markets and in 
the sterling countries. 

The coal trade has improved, 
although it must face a ———— 
lower level on its export side. The new 
process of low temperature carboniza- 
tion, however, offers at least a new 
home market. 

In spite of difficulties, engineering 
continues to improve. Shipbuilding is 
slowly omthe mend. 


MANAGEMENT - CONTROL - POLICY 
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Testile Trades at 
Sisxes-and-Sevens 


To-day the most perplexing field is 
textiles. Mr. Runciman hopes to get 
better terms from India for cotton. 
Cotton output is already slightly up. 
But there are again threats of strikes; 

there is no confidence that the 
industry has been reorganized to meet 
modern competition, even within the 


Wool is suffering from two blows— 
the ban on imports by Germany which 
knocked the bottom out of wool prices, 
and the crisis in the French textile 
districts which still further weakened 
the market. We cannot expect the 
lowering of duties in Latvia to make up 
for the loss of the German market. 


LSS —ñ 


Where the 


40-Hour Week /S 


S the 40-hour week a practical possi- 
| bility? The Engineering Unions say 

yes; the Engineering employers say 
no, The League of Industries Com- 
mittee expresses opposition based on 
danger to pur export trade; discussions 
at the International Labour Office in 
Geneva indicate the same dissension. 

Yet the matter demands the urgent 
attention of every employer, for 
recently whole industries have been 
forced to work 40-hour weeks, or less, 
in this country, in Germany and in the 
United States. 

Even with a revival in the British- 
Empire-sterling group well under way, 
we have still two millions unemployed. 
If the revival absorbs half a million of 
these, and a further ħalf a million are 
unemployable through age, health or 
other causes, there still remains a 
million people to be taken care of. If 
the enterprising Ministry of Agriculture 
can expand employment by 250,000 in 
the next five years, it will have done an 
exceedingly good job. This leaves 
750,000 people on industry’s back. It 
may well be that the only way to 
absorb such a number will be the 
shortening of hours. 

There are many special difficulties in 
the way of such a move in this 
country : 

(a) The Unions are not prepared to 
take a proportionate cut in the 
total wage, and thus to mitigate 
the danger of a rise in production 
costs.» 


b) Many employers are reluctant to 

a sa — system such as 

will enable the American ¢otton 

* industry to adopt the 36-hour 
week. 

(c) So much of our export trade is 

done in competition witl? foreign 


< | 


On the other hand, rayon is proving 
to be one of cotton’s deadliest competi- 
tors. It is replacing the coarser material 
throughout the whole gange of under- 
wear and shirting. Unhappily, the long 
campaign of price-cutting, both here 
and in America, has cut the profit 
margin to ribbons. The effect of the 
reduction of import and excise duties 
remains uncertain. What is certain is 
that, failing some form of Government 
compensation (which is highly unlikely), 
the industry will face heavy losses on 
present stocks. 

The Crown Colonies, though, have 
established quota restrictions in favour 
of British rayon. The fine summer, too, 
has produced a record demand for rayon 
fabrics. The two largest concerns are 
preparing to enter the underwear trade 


Here are some results 


latest experiments with the 
shorter working week. This 
subject is one of to-day’s im- 
portant factors for management 


to consider 


By CECIL CHISHOLM 


concerns working longer hours at 
lower wages that any rise in costs 
would be disastrous. 


So far most of the British concerns 
working a five-day week have either 
not reduced their hours of work or they 
have reduced wages proportionately to 





“change to a five-day we 


| | 


on @ much wider scale during the 
coming year. 

The jute trade gets the best news it 
has had for years. The experts forecast 
at least a partial improvement. 

* 


Motors Again 
Making records 


In spite of alleged resistance to car 
purchases aroused by the recent spate 
of accidents, the motor trade is working 
to capacity. A well-known expert says 
the home market expanded 20% during 
the last twelve mopths. In that time 
the Vauxhall Co. sold some 25,000 of 
their new 12's. The Ford concern is 
believed to have sold nearly 40,000 of 
the little Eight. Both these are eelative 


(Continued on page 32) * 





a Success 





the cut in hours. Under 
the first scheme the 
worker is simply given 
the benefit of the long 
week-end as the result of 
a longer working day 
during the week. In the 
second case, while the 
reduction In wages has 
lessened the danger oat 
increasing costs, it has 
also tended to damp 
efforts at higher effici- 
ency. — 

In some concerns this 
has not been the result. 
One employer says that 
he believes his people 
would rather take a re- 
duction in wages than return to a 
longer working week. In this case the 
was made 
uction of 


of the 


simultaneously with a 

hours throughout the trade. | 
The urgent question is wheter the 

loss of hours can be compensated by 












bel 


-he says, “‘is clear. 


increase in productive efficiency. If 
the workers can be paid the same 
or a 40-hour week as for a week 
or 47 hours. 
r no data has been available on 
ject, for no one has attempted 
0 bold a theory into practice. 
true that Messrs. Rowntree cut 
from. 46$ to 44 at York without 
cing wages. But as they intro- 
ced the 44-hour week in 1919, and 
oduction methods are continually 
proving, it is impossible for us to 
’ how production costs have been 
ected by the shorter working week. 
As the result of an experiment com- 
menced in September, 1932, by Mander 
Brothers, varnish and paint manufac- 
turers of Wolverhampton, there are 
now certain facts on which to base an 








































employees if they were willing to 
ry the experiment of a shorter working 
reek. After prolonged negotiation an 
agreement was signed by Mander 
‘Brothers with the Transport and 
‘General Workers’ Union, by which the 
firm agreed to put into force, along with 
the new scientific planning, a 40-hour 
Working wecli 
- This Agreement Keys 
Beane ce the Plan 
_ The only alternative would have been 
_ to remain on the 47-hour week and to 
-~ discharge workers as they became 
-= redundant. The main points in the 
agreement with the union were as 
» follows: 
1. A new system of piece-work wae 
first to be introduced into 
2. Work to be timed and controlled, 
y- aaystey? known as “work units”. 
The tĦning and price for each job, 
Sh terms, to be handed to 























e concerned, — = — 
ate of wages fo men to” 








r. Geoffrey le M. Mander, M.P., Chairm 
ieves that the shorter working week is 
< accompanied by improved organization. 


Owing to thorough works control and 
the detailed@lanning of each job, the employee is now able 
to work effectively for perhaps 55 minutes in every hour 
instead of 45. The fact that he could not do so in the past 


| 
“The real secret of the commercial success of the system,” | 
| 
| 
J. has been no fault of his.” 


cr a Pa — ———— — di) ann on, —— paninin hd ala Urea He ee ten wana state 


a single More ti 
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possible when 
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be 558. sd. for a week of 40 hours: for 
wêmen 28s. for a week of 40 hours. 
Labourers and other workers to receive 
the same rate for 40 hours as they 
received for 47 hours. 

5. The above rates guaranteed for a 
40-hour week. 

6. In fixing the price, it was calcu- 
lated on a base rate of 55s. 5d. for 40 
hours. Any  piece-worker’s output 
above that should be paid for at four- 
fifths of the basic rate. 

7. The price of a job, if not regarded 
as equitable, might be challenged by 
the worker through his shop steward, 
when the job would be retimed and the 
appropriate rate discussed with the 
union representative, 

8. The firm undertook not to dis- 















and any return to the old 
system would be strongly resiste 





ompensatory -arra 
into. fi according to the 4 
etter to the union, ceceo 
9. The 40-hour week was to be one 
of 5 days at 8 hours each. Overtime 
was to be paid for in accordance with 
the existing overtime agreement. — 
The undertaking of the firm to avoid 
dismissals was stringent. They under- 
took that no dismissal should occur for 
the frst three months. They further 
undertook to retain permanently those 
over 30 years of age who had been with 
the concern for ten years. 






Here Pensions Follow 
Long Service 


Dismissals were chiefly avoided by 
pensioning off elderly workers between 
60 and 65 instead of at 65. These 
workers were pensioned at the rate of 
1% of wages for each year of service, 
until they attained 35s. a week pension. 
In the case of workers under 30 wh 
bad been with the firm less than. 
years, no undertaking was given 
it was agreed that those unde ] 
years’ service should have one mont 
wages if dismissed as redundant... Th 
under ten years’ service two month 
wages, and those under fifteen 





service three months’ wages, 
Naturally these conditions we 
contingent on no further falling off 
trade and on the maintenance of gooc 
workmanship in each individual case,- 
Although the plan has net yet been 
introduced throughout the entire busi 
ness, it already covers a considerabl 
proportion of the employees. In. some 
shops it has been in operation for near 
two years. Se 





Results: Production Ù 
Prices Down | 


The results to date are astoni 
Wages have increased on the aver: 
by about 25%. Production is up 
labour costs down. The directors con 
sider that they have actually secure 
more business through their ability to 
lower prices. More remarkable still, 
not a single man or woman has been 
dismissed as a result of the new system. 
in fact, the whole scheme has worked 
out much better than the Board had 
ever hoped; but to this better trading __ 
conditions have no doubt contributed. 

Some of the reactions to the scheme 
have been surprising: EERE E R 

Among those working the 40-hour — 
week sickness and absence rates have ne 
been reduced, and there has been noo 
increase in accidents. D RETEN 

While there was a certain reluctance 
among the workers at the beginning to 
go on the new system, owing to: un- 
certainty as to what it involved, now 
there is great keenness to Me put.on i 
47 hot 

















Mre Geoffrey le M. Mander, cha 
the company, believes 4 

r working week is possibl 
‘ompanied by improved orga 
-o $ (Continued on page 37 


































MANAGEMENT - CONTROL - POLICY 
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How Other Executives Plan 


“Sir Percival Perry, 
in last month's 
Business, said that 


Good Pay, 
the most important 
thing a firm had to 


Good Profits 
do was to build and 


maintain a first-class personnel. I agree, 
absolutely. Our concern is noted for the 
good wages in every grade and good 
conditions of work. We have spent much 
money in making the conditions good. 
Our waiting list of employees who want 
to join us is always a long one. Yet each 
— for the past five we have successively 
ten our previous best profits.” 
Managing Director, 
Model and Toy Manufactory. 


As manufacturers of 
“a raw material for a 
highly technical in- 
dustry we naturally 
have on our staff 
experts who can 
advise users on their technical problems. 
We have found it the best policy to 
employ for this job men of the highest 
qualifications rather than mediocre men 
merely trained up to a few specific ‘high 
spots. We contend that men of the 
highest standing are most capable not only 
of helping the user in his difficulty but 
also of propagating those invaluable 


factors of the company—prestige and 


goodwill. Managing Director of a 
Steel Manufactory. 
— è 
It may happen that 
a caller at our offices, 
while he is waiting 
to see some particu- 
lar” individual, may 
need to phone back 
to his own office or to transact some other 
business by phone. Some people do not 
like to ask the reception clerk * permis- 
sion to use the office phone; moreover they 
may not care for the conversation to be 
heard by other people who are about. In 
our reception room, therefore, we have 
erected a special phone cabinet for visitors. 
On the door is notige: ‘This telephone 
is for the convenience of visitors; please 
feel free to use it.’ Inside is a stool of 
convenient height, also a broad shelf on 
which to rest anything the visitor may be 
carrying. Pencil and message pad are also 
provided. | 
Secretary of an Advertising Agency. 


We recently tried an 

experiment which 

has eliminated all 

wage disputes over 

the matter of wage 

packets going to the 
wrong man. This error is very easy in big 
organizations where thousands of hands 
are paid from a central pay office. 

Our plan is that the office, after making 
up all pay envelopes, sorted them into 
departmental trays and sent them direct 
to the respective shop foremen and depart- 
ment h @or distribution. At the proper 
hour on Fridays all departments were paid 
simultaneously, and, as each department 
chief knew personally each employee to 
whom he handed a pay envelope,® errors 
through mistaken identity were impossible. 
This plan, too, much reduced the actual 
time necessary to Bey 7,000 workers. 

irector of a e 
Motor Cay Manufactory. 


A few weeks ago we 
reorganized the pub- 
licity department of 
our firm, increasing 
the staff and maing 
special sections to 
deal with increased advertising and with 
market research. Until the newness of the 
arrangement wore off, it worked well, but 
soon we found that there was overlapping, 
“‘buck-passing’’, and general slackness as 
to details of routine. 

This was costing us money daily in lost 
time and misdirected energy, so we simply 
made public the plan on which the new 
department was built up. The exact 


| Duty Chart 
= Checks 
Overlapping 


duties of every member of the department 


Here is a MANAGEMENT 


were noted on it, and a copy was gren 
by myself to every single member of the 
staff, from my personal assistant to the 
office-boy. Further, a large copy of the 
organization chart was framed and hung 
up in a prominent position on the wall. 

Nothing further was necessary; the 
expanded department now works perfectly 
smoothly. 

The plan has an additional advantage, 
for, as I stay later than most members of 
the staff, I can soon€ee where there is any 
unfair distribution of duties, or where con- 
gestion is taking place, by noting what 
employees are staying late, after the usual 
closing time of the office. . 

Sales Directomof a 
Catering Concern, 


pa 


“Some clerical em- 
loyees do not take 
indly to the rule 
about ‘clocking in’. 
We conceived the 
idea of allowing 
those employees not to ‘clock’ who could 
show a clean time record over a full 
month, with the pony that they would 
be put back under the clocking rule at 
the first ‘lateness’. The plan is working 
well and is much liked by the employees." 

Director, Paint Manufactory. 


Reward for 
Good 
Timekeepers 


QUESTION : 


Can You Answer 
Jn a recent address to the Incorpor- 
[atea Sales Managers’ Association, 
“Mr. Harold Whitehead, of Harold 
Whitehead and Staff, put forward the 
following poser :— 
LJ eads of businesses seldom know the 
truth about the operations of the 
businesses they direct. Indeed, it is 


safe to go even further and say that the 
more outstanding the 


personality of the 
head of a business is, the less likelihood 
there is of his being: in possession of 


the full facts regarding its condition and 


operation. 

“This is accounted for by a very 
simple reason. In the nature of things 
a chief executive must rely very largely 
upon information supplied to him by 
his staff. If he be of a dominant per- 
sonality there is a tendency to conceal, 
og at all events to gloss over, unpalat- 
able facts for fear of the consequences. 
If he be of the type susceptible to a 
certain amount of flattery there is an 
equal tendency to present facts in such 
a form as will gratify his own concep- 
tion of his prescience and genius; and 
in all cases there is, on the part of the 
staff, a perhaps laudable tendency to 
‘keep the Chief happy’ by telling him 
what it is thought he would like to hear 
rather than giving him the real facts 
which may well be less palatable though 


° so essential to-day?’ ” 


It Satisfactorily? 


no less important to the welfare of the 
business. ~ 

‘Moreover, there is a definite per- 
sonal factor involved. The executive 
head of a business usually holds his 
position by reason of some strong pre- 
dilection (amounting often to a settled 
conviction) in favour of certain business 
policies and methods. With such a 
man, however fairly he may endeavour 
to hold the scales, it is impossible for 
him to consider in an unbiased way 
policies or methods which he may have 
schooled himself in the course of years 
to disapprove. Co uently, even 
when his staff furnish With the full 
facts of the situation, which eis i 
is probable that he will be unable to 
give them a correct and unprejudiced 
interpretation. 

‘Yet the continued success of a busi- 
ness depends on the management facing 
facts as they are to-day—not as they 
were a decade or so ago when the busi- 
ness may have solidly established itself. 

è ‘With these thoughts in mind, it is 
pertinent to ask: ‘How can the m 
ment get these unbiased facts which are 


Are you satisfied with th fideltty and 
accuracy of the basic facts which your 
staff puts up to you who must, formu- 
late the driving force and the control 
of the business? È 
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winter t turnover. 


(ORMAN, 
in a City Financial 





zex utives — hae to 
during | the interviews, to records, 
and figures which are kept separ- 
: in ‘our . statistical department. 
facts and figures generally refer 
al business which we have in 
ients, but even though they 
sede 1 frequently it is not practic- 
‘to have these records filed in the 
cutive offices. 
berto, our procedure when mate- 
has been needed from the statis- 
1 department, has been for the 
utive to phone through by means 
the ordinary telephone and ask “for 
clerk to bring in whatever is required. 
o get through by telephone to the 
irl on a busy switchboard, however, 
and to wait while she makes the trans- 
fer to the required department (which, 
quite likely, is ‘‘engaged’’) wastes a lot 
of time. Moreover, such delay does not 
look: well | in front of a client, especially 
as many of them are themselves execu- 
tives. in important businesses. 
*By means of the loud-speaker tele- 
jhone we shai pet much quicker con- 
nection tq the department, and inform- 
anon and instructions can be exchanged 
~ without the clerks and record keepers 
having to leave their places, except, of 
= course, where material has actually to 
~- be brought in for examination. Execu- 
~ — tives calling the department will not 
have to wait while the individual called 
walks to a receiver, picks it up and 
answers, the individual will be able toe 
answer from wherever he happens to 
in the room, 















































algo reorganizing our filing « fully. 


rorrespondence and larger 
‘Such as photographs, plans, 
tc., relating to clients’ 





ast 'buinesses September begitis the busiest season of the year. 
1e. ‘‘buying” season, the period when firms make capital and other 
yenditures in order to get themselves in trim to create a bumper autumn 


It 


These expenditures cover a wide field; they provide for everything from a 
simple job of repainting the office, or overhauling the electric wiring to the 
extending of factories and the laying down of new plant. 
_ Practically every firm does something, at this time of the year. The laissez 
faire attitude of summer has gone, increased business lies ahead, and to get 
his share of it the business man must have equipment which will enable him 
1 handle it more quickly, more accurately and more cheaply. 
typica [oes taken at random—of September buying activity: 


Here are a 


cabinets, three special types to suit 
three classes of documents. Each will 
carry a self-contained cross-index so 
that all or any portion of the material 
can be instantly found. 

We consider that in addition to en- 
abling us to keep all our filed material 
in much better condition, this system 
will make for more accurate filing and 
much quicker reference, another speed- 
ing up of business. 


+ 
C. S. GARDNER, 


Managing Director, Burtol 
Cleaners Limited, says : 


We have at the moment 235 installa- 
tions of cur apparatus at work in vari- 
ous parts of the country. Although this 
represents a turnover of more than 
{600,000 a year, it does not represent 
the total development of which the 
Burtoi cleaning system is capable. 

Most of the apparatus already work- 
ing is not in our own shops; it has been 
purchased from us by other firms, and 
it seemed to us that the use of apparatus 
in shops under our own direct control 
could be greatly extended. We intend 
doing this in such a way that it does 
not interfere with the areas served by 
firms which have purchased our appar- 
atus from us. 

As our business is based on personal 
contact, there is no need for us to do 
a great deal of national advertising; we 
need conduct only local campaigns. 

The money which we save on national 
advertising is available for equip- 
ment, and every one of our shops 
has the very best possible equipment. 
Some of it is spent also in training the 
staff, Owing to the fact that the actual 
cleaning of the garments is.done on the 
preisos at each branch we have to 
keep ani expert staff at each branch. 
The training involves a good deal of 
time and expense, and consequently, 
we have to select candidates very care- 
In addition to being good 


cleaners, they must be good shop 


assistants, for in a service business a- 
bad a eee assistant í can do an ——— 





with — —— Bay 






new staff will involve extensions in our _ 
facilities for training. Further, we can o 
never be sure of getting the best site 
for a shop when we want it. Justas 
soon as we have found a good site in _ 
a district and five trained assistants are — 
available, a new branch is opened. : 
This involves us in a great deal of. 
expenditure, but the return is immedi- 
ate. Our aim is to open eighty shops _ 
in the coming season, but that is only 
the beginning of the developments — 
which we are planning. The completion 
of the scheme will take some years, and _ 
we venture to think that it will revos . 
lutionize the cleaning industry. F 


4 



















GERALD C. BENTALL a 
of Bentalls of Kingston, says: os 


A large retail concern such «a 
has the opportunity, by every 
of its immense buildi g invitiny 
to all and sundry to enter | 
of making more spectacular 
getting stunts than any manuf 
or wholesaler. — 

It has always been our aim to 
people, all of whom are potential 
tomers, into our store; and to tha 
we consider large inviting. doorway 
essential featura The store is. th 
ing with people every day, a and- 








age, which has 
been developed 
during the last 
few years; there : 
iS an imposing __ 
vestibule en- 
trance with 
ample- space — 
for special dis- _ 
plays. On the original frontage, on the _ 
main thoroughfare of Kingston, the en- 
trances are as yet not so large, but 
recently we have opened a special esca- — 
lator entrance, which relieves congestion 
on the ground floor and brings in- 
creased traffic through the upstairs 
departments. | 
Now in a third street where, up to — 
the present, the firm has po window . 
frontage, an entirely original doorway 
has been erected. Strikingly modern i 
architectural design, this is abs 
origin®l in operation. Automa 
as customers cross the thre 
doors swing open on the Dre 
an invisible photo-cell ray. 

















MANAGEMENT - CONTROL - POLICY 


for 


BIGGER Autumn Business 


shop, where baby is easily within reach; 
so within, we have a wide parking place 
for about two hundred perambulators. 
From this new entrance one will 
direct to the newly-developed 
bric sections. These sections, with 
their spacious display aisles; with every 
luxury in modern fittings and splendid 
overhead natural lighting, are proving 
the chief attraction to old as well as to 
new customers, and will bring, as a 
result, doubled or even trebled turn- 
overs within a very short time until 
further extensions and developments, 
already planned for the future, draw 
special attention elsewhere. 


W. D, LAMBERT, 
Works Director of Stanley 
Jones & Co. Ltd., says : l 


Our business is the manufacture of 
shop fronjs and fittings, and conse- 
quently we have to be always on the 
gw vive for new and attractive possi- 

ilities. These frequently come to our 
notice, but be- 
fore i 
capital outlays 
we have to go 
very carefully 
into the ques- 
tion of whether 
or not the de- 
mand will last, 
whether or 
not, in fact, 
the innovation 
will be more 
than a tempor- 

novelty. 

— year, the whole of the 
retail trade became interested in the 
sudden growth of the popularity of a 
brand of stainless steel. Prior to this, 
we had looked into its possibilities, as 
a material for the manufacture of shop 
fronts, and decided that it had the 
twin virtues of durability and attrac- 
tiveness. 

A close survey of the opinions of 
architects and business men throughout 
the country suggested that it would be 
extensively used, while early inquiries 
from abroad suggested that there might 
be a good? export trade in this com- 
modity. Accordingly, we decided that 
we would make it our chief line in the 
new season. a 

Plant was purchased, and the neces- 
sary extensions to our factory premises 
were made; extra staff was engaged, 
and a new designing department was 


set up to deal exclusively with the 
product. This represented a very 
heavy capital outlay. A comparison 
with the figures for the same season in 
previous years, and the knowledge of 
the trend of the future demand gave us 
fair ground for preplanning our output 
to meet the probable demand. We 
could not mass produce anything, for 
every shop front has to receive indi- 
vidual consideration. 3 

The new designing department played 
no small part in these preparations. 
Designs suitable for shops in different 
climates were prepared, so that we 
could offer prospective customers an 
advisory service as well as undertaking 
the actual manufacture of their require- 
ments. This has already proved its 
worth. | 

All these preparations were made re- 
cently, so that immediately the first 
order came through we were ready to go 
into productionatonce. The results have 
up to date justified our capital outlay, 
for the sales graph had steadied itself 
at a very satisfactory figure. In» the 
near future it may be necessary to in- 
crease our plant still further, but before 
we do this, we shall undertake another 
very close market survey, for heavy 
capital outlays must justify themselves 
in the long run, and not only in an 
immediate boom demand. Our recent 
extensions have, however, been made 
as a result of the closest possible 
scrutiny of future trends, and we have 
no reason to think that they will not 
justify themselves. 


* 
Director, Collars (London), 
Limited, says: 

When this business was started some 
years ago a good deal of comment was 
caused by the service we offered. This 
was the replace- 
ment of collars 
dressed by us free 
of cost. Such a 
highly effigent and 
comprehensive ser- 
vice was quite new, 
and at first people 
were a little scep- s 
tical, so thata good ' 
deal of courage and tenacity of purpose 
were necessary to launch it successfully. 

The success of that service naturally 
led us to think of extending our ac- 
tivities. We considered long and care- 
fully the question of replacing shirts in 
the same way as we do our collars. We 


knew that shirts could be dressed and 
replaced without @dding anything to 
the charge of 6d. which is the ordinary 
laundry price for dressing only. In such 
a service, however, there were inherent 
many snags—the infinite vanety of 
patterns, the problem of special fittings, 
personal and individual requirements, 
etc., would leave many loopholes for 
disturbing the friendly relations which 
has always existed between ourselves 


and our customers. How then could 


we best serve them? 

Careful costing showed that if we 
dressed 1,000 shirts per week we must 
charge the usual laundry price of 6d. 
If we got 5,000 per week we could 
reduce to 5d., while if we got 10,000 
per week we could dress them at 4d. 
We set ourselves then to find out if 
numbers alone could so reduce our costs 
to enable us to make a lower price with- 
out stopping at the half-way house of 
33d. each, but the number required to 
make this price economically sound was 
so high that it made us pause—but it 
was Only a pause. The decision to pro- 
ceed was eventually taken, and we set 
out on the great (to us) adventure. 

Our first concern then was premises 
and plant, and we spent no less than 
£20,000 last year in building and pro- 
viding the latest machines, although 
we knew that if the numbers of shirts à 
we received did not come up to the 
figere required we must face a heavy 
loss. 

The result has been encouraging, al- 
though we are not yet near the desired 
figure. The principal cause of this was 
the fact that our service being fort- 
nightly, our customers had not sufficient 
shirts at home to enable them to wait 
for a fortnight between dressings. We 
set ourselves therefore to sell them 
shirts at a price which they could not 
possibly get elsewhere because we 
looked for no profit whj e gave them 
all the benefits of collecgive buying. 

Up to date wea 
purchased not less 
than 320,000 yards 
of shirting. We 
have sold the shirts 
at 6s. 6d. although 
the same quality 
would be priced 
elsewhere at ros. 6d. 


è and 12s. 6d. This 


is service, but after all, we are laundry- 
men, and our business is to get the 
shirts into our works for ing. That 
they will come we do not a moment 
doubt, and we are already considering 
extra expenditure on new buildjngs to 
house them. 





14 J | 


This New Product was 


Launched by .... GOODWILL 


rom time immemorial “‘brown’’ or 

wholemeal flour, that is flour not 

deprived of its natural food pro- 
perties by processing, has been used by 
large-scale bakers of bread, cakes and 
other foodstuffs. 

At the beginning of this year we 
reviewed the market. We saw the 
enormous and still rapidly growing 
demand for wholemeal bread, wholemeal 
bread substitutes, patented and/or 
branded foodstuffs of a wholemeal 
character and we conceived the idea: 
Why not a wholemeal (brown) self- 
raising flour for the housewife so that 
she can make her domestic pastries of 
a more health-promoting character? 

It seemed a good idea and on con- 
sideration we really wondered why 
something of the sort had not been 
marketed long ago. It appeared to be 
an obvious development of the long 
standard household white flour. 

At the beginning of this year we were 
sufficiently convinced of the prospects 
of a brown household self-raising flour 
to try it out. 


Reports Were Obtained 
from Actual Users 

After some weeks of careful experi- 
ment in our works we produced a 
sample which our experts considered to 
be of the highest possible quality and 
suitability for domestic cooking. It was 
not a cheap flour but essentially a 
‘quality’ product. If would sell at a 
higher price than the ordinary white 
flour, so we aimed at the better class 
market. 

Our plan was to get actual house- 
wives and domestic cooks to try out 
this new flour for us and we therefore 
selected a representative list of potential 
customers and supplied them with a 
sample of the new flour with a request 
that it be tried and that frank reports 
of the results be sent in direct to us. 

. Many of the London clubs and cater- 
ene Soper of large business firms 
‘Were suppliegi with samples, and in not 
@m@esingle case was there an adverse 


report. Everyone seemed delighted 


with the results which the wholemeal 
flour gave, and this we certainly 
agreed vas a sufficient indication that 
a big market awaited our new product. 


A Brand Name Was 
Not Used 


Up to this point our brown flour had® 


no name. Should we brand it? 

A list of suggested coined names was 
drawn up . 
Finally, h 
purely bi 


had behind 


ever, we voted against a 
d name; it was decided, 
use our Own name, which 
it over 50 years of goodwill 


d carefully considered. ° 


Shelf appeal was the main consideration 
when this package of brown and golden 
yellow was designed. The idea of a well made 
carton was considered an advance on exist- 
ing methods of packaging household flour 


* 
One particular section only of 
the national market was selected 
and this new product launched 
into it without the aid of either 
trade or consumer advertising. 
Sales of 10,000 packages were 
secured in the first week 





and experience. We would call it 
Mitchell's Brown Flour with the addi- 
tion of the important descriptive 
term ‘‘Digestive’’; Mitchell's Digestive 
Brown Flour. That, we, considered 
would put over the main feature of the 
new flour—its health-promtoting quali- 
ties. 

Our new flour was essentially a good 
quality product selling at a higher 
price. We were appealing to a good- 
class market. An appropriately attrac- 
tive package was therefore essential. 
Out of several designs we chose the one 
illustrated here. The colour scheme is 
brown and golden yellow on a white 


ground 
E 


From 
S. A. MITCHELL 
Managing Director 
Mitchell's Diadem Flour Co. Ltd. 


— 

As I mentioned just now, 
manufactured and sold flour 
50 years. In this western area of 
Britain, therefore, we are soundly 
established and have a name that is 
intimately known to practically every 
appropriate retailer and many thousands 
of housewives within our boundaries. 


Our Goodwill Was Our 
Best Advertisement 

We took advantage of this connection 
to launch our product without under- 
taking any expense for press advertis- 
ing. BS 

We did not need either consumer or 
trade press advertising. The whole of 
the campaigning was done direct to 
wholesalers and retailers by our own 
travellers. . 

It was here that we reaped the benefit 
of our long standing association with 
the trade. When announcing our new 
product and soliciting orders our 
travellers were not met with the usual 
sales-resistance excuses about waiting 
for the new product to be nationally 
advertised, or waiting to see how the 
public would take it. Our products 
were already log established in the 
trade and in the public’s mind. The 
brown digestive flour was accepted as 
a proved proposition from the start. 

The only assistance we found neces- 
sary to give the retailers consisted of 
supplies of single sheet leaflets for 
counter distribution to customers. 
These leaflets bore a straight announce- 
ment of the flour and a report of its 
efficiency by a well-known household 
cooking expert. — 

The first supplies of Mitchell's Diges- 
tive Brown Flour were placed on the 
market a little more than six weeks ago 
and it is a significant fact that in a 
little over the first week nearly 10,000 
packets were sold and this in spite of 
the fact that the summer months are 
considered by retailers to be an “‘off 
season” for flour. > 


we have 
for over 


a 


One hundred ways in which 

modern equipment can improye 

your office work and reduce its 
cost are outlined on page 26 





MARKETING - ADVERTISING - SELLING 
OO 


Our System of 


PLANNED DISPLAY 


An Interview with 
HUBERT ROSE 


of Austin Reed, Ltd. 
; odern display has for its object 

M the selling of goods by suggestion 

rather than by direct attack on the 
prospective customer. Hence, it is 
necessary to show to the best advantage 
all the good selling points of the goods, 
and not merely to make a ‘‘pretty 
show”. 

In a multiple firm with branches 
throughout the country, it is essential 
that all the branches shall have the 
same sort of display at the same time. 
This can only be achieved by centraliz- 
ing display control. Yet there is a 
disadvantage attached to this. If com- 
plete centralization is the practice of a 
firm, that firm is liable to get into an 
uninspired rut, and all its displays tend 
to have a dreary sameness about them. 

A serious attempt to avoid this has 
been made by this firm. 


How We Avoid Monotony in 
Arrangements 


We have divided our displays into 
two large classes—general displays and 
ial ones. All are controlled from 
the central display department, but the 
actual carrying out of the general dis- 
plays is left to the display men at the 
branches. 

Head office decides well in advance 
exactly what lines sh@ll be displayed at 
a given period, and the materials for the 
display are sent to tH® branches at the 
same time as the list of items to be 
displayed. After that, it is left to the 
branch display man to display them as 
he thinks best. All our publicity is 
linked up in some way with the actual 








display; for instance, the wording on 
showcards frequently is the same as the 
wording of press advertisements, and 
the objects displayed are usually those 
which have been advertised in the press 
in the immediate past. 

With the particular, or special dis- 
plays, a different procedure is followed. 
Special displays are planned to the last 
detail in the central display department. 
They are set up there in a dummy 
window, and all the necessary fittings 
are made in the workshop attached to 
the department. These displays are not 
suited to every shop, nor to every town, 
and the branches which are to be graced 
by them are carefully chosen. —— 
the exact window in which the display 
is to be set up is specified. 

Although our branches have not the 
same sized windows, they are all of the 
same type and of similar proportions, 
so that it is possible to carry out 
a given display in any window, simply 
by making proportionate fittings to 
meet with local requirements. These 
fittings, together with a photograph of 
the actual display, are sent to the 
branches, where they are assembled in 
the usual manner. 


| 
| — 


Another type of display which we use, 
a combination of the two, is that in 
which one particular line is featured in 
a special way in a window which also 
contains other articles of a similar 
nature. The, branches place the 
in position as instructed by the head 
office, and arrange their own general 
displays in connection with them. This 
gives them an opportunity for individ- 
ual action, while it does not destroy the 
character of the whole display. 


15 


Each Display Bears the ‘Stamp’ 
of thes House 


Indeed, this might be called the whole 
object of our display policy. We try 
to arrange that the various displays of 
the same goods can be recognized as 
bearing the characteristic stamp of an 
Austin Reed display, while each has tits 
individual method of presentation. 

Up-to-date, this policy has been 
entirely satisfactory. The careful link- 
ing up of press advertising with displays 
throughout the country has in several 
instances had a marked effect on the 
turnover of the goods in question. An 
example of the value of a special display 
at one of our large shops is seen in the 
reproduction of a window in the accom- 
panying illustration. Here we made a. 
special display of an expensive type of 
goods, and the turnover of these goods. 
at this particular branch went up to a 
really surprising extent. 





Though featuring expensive travel goods, this display vastly increased the turnover 


of the department 


Do You Use 
WINDOW 
‘BILLS? 


or hundreds of purposes, in retail stores, 
F in b and tramways and in business 

hou 
notices on glass surfaces. There are, of 
course, plenty of effective means of secur- 
ing the bills on to the glass, but it is 
invariably a difficult matter to get them 
off again after use. Soaking with water 
and much scraping with a knife, followed 


it is only n 
ethe bill and to Sah 


it is necessary to affix bills or, 





| — r 
by a vigorous cleaning of the g 


called for. 

An entirely new adhesive has now been 
introduced which, while sticking the paper 
firmly to the glass so that it withstands 
all conditions, enables it to be’ stripped 
off again instantly and cleanly when its: 
purpose has been served. 

As shown in the illustration on the left, 
to take one corner of 
gently. Whatever its. 
size the bill at once comes away cleanly, 
undamaged, and so can be used again any 
number of times. 

Some notices are not wa again, but 
many thousands are, and such cases, 
not only is the quick and removal of 
the notice a consideration, but the enor- 
mous saving in the costs of prinffng andi 
ticket-writing is an important matter. 










ions, one of them conipletely 
1expected, have recently been 
de in British Industries House. The 
rst is the reservation of a large area 
f floor space for the exhibition of pro- 
ucts of Sheffield, and the second is 
the institution of asmedical section. 

_ The Sheffield reservation is particu- 
larly interesting because it cuts right 












across the normal functions of B.1.H., 
and, in a way, doubles them. Normally, 
he exhibitions are arranged according 
classes of merchandize, so that the 
ers from overseas and from the home 
Ary have a centre where they can 
a comprehensive display of the 
ods offered to them without travelling 
out the country. The manufacturers 
























€l Now, the Sheffield 
not arranged so: it is 
ding to locality. A large 
business men of Sheffield, 
her, and reserved space in 
the world exactly what 
1-show. When the exhibi- 
completely arranged, it will 
emarkably full view of the 
| capabilities of this part 
While it has a very 
imite appeal to the buyer, it also 
| a subtle but unmistakable appeal 
the manufacturer who is seeking a 
y factory site. He can get from the 
andant all the data concerning the 
ty, and in addition he can see 
ly what the locality has already 
duced, and thence he can deduce 
-type of labour available, factory 
sts, and so on. 







































Leeds, Derby, Newcastle, Edinburgh, 
a Aberdeen, have arranged or are in 
acess of negotiation, for the appro- 
tiation of space for similar exhibitions 
n the course of the coming year. The 
angement with Derby is made with 
we official approval of the Derby 
amber of Comm 








it will become 
for information con- 
oe but also a centre for 
_ informatfon ‘concerning manufacturing 
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busi 
















| department; 
- know where to get — | 
ig, and a host of other 


eresting and important inno- | 








THAT LITTLE EXTRA 
SOMETHING | 


by a shoe-firm. 
which 
let into the heel. 


THE MORNING 
AFTER 


markets, 


tised, it is now competing with the pick- 
mé-ups with the slo 
raw egg and you'll feel 


BUSINESS FOR 
RAINY DAYS 


A 


which a large department store finds 
fitable in 


these ‘gff 










adequately dealt with 
in this new exhibition. The layman is 
not usually competent to assess the 
worth cf goods of this sort, so B.I.H. 
has set up a medical council of its own, 
on which are such eminent men as Dr. 
Alfred Cox, Sir Crisp English, Mr. 


things, All this is ad 





E E erroneamente a aaea 
— TLAN hb mina tf Ann aN 








The 
good e 


reblocked 





hoes sold with a spare pair of heels is 
the latest sales-raising method adopted 
The shoes have a heel top 
lugs into a triangular metal tube 


3 to § 
sing on all 


up, sir?” 


y changing its method of sales approach 
a well-known sauce has found new purchase a 
Hitherto conservatively adver- 
n:i “Try it with a 
better directly’. PROFIT 


dry spell is with us, but %t will n 
always be so. Here is a circular letter 
3 pro- 
wet weather i- 
“On wet days our usual crowds do 
hot come to the store. 
for a means to improve our: 







this 
inspect the 










tries House. 


will find them plainly marked 
red cards ‘Rainy day 
are goods genuinely 
dull days into busy 


MAKES REGULAR 
CUSTOMERS = 
Abatie has converted 1 
customers into fri 
simple and inexpensi 
With every 
printed slip 
chaser wi 
in at time of making sale) 
a new one, his old hat will } 


As the salesman filled in the slate bl 
he specifically pointed ont the advantag 
of the service to the customer. E 


THE TOUCH OF 

INITIATIVE 

T proprietor of a petrol 
increased his average sale of p r 

gallons by the simple plan of. 


ing motorists with the inquiry: “Fil 


This question 
himself has tim 
or 3 gallons. — 

It is just that little touch of ORY 
in the selling which, by relieving the cus- 
tomer of the initiative, persuades him to 












estions of 
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by large | 
Special’, They x 
reduced to turn our © 
onas a 


letter, frank, and to the point, had 7 
ect. Almost any retail shop could | 
follow the idea. eo 












return this hat wi 
(date of 












hat 


free of charge.” 
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servi ic e 3 
of petr 


his assistants to approac 


put before the motor 5 


is 
et 








larger unit of the product. | 
d 
IN HOLIDAY 


CLEANING SERVICE 2 
Rao furniture and upholstery busines. 


customers advising them to use the peri 
in which th 











d of such a sérvice 







d say: “Our cus- 
complaints,” you 
it is mistaken and 
in a sense of false 
1 Arm says: Every complaint 
to an independent executive. 


g 


th — z 


complaint may reveal 


y payments and only X com- 
-which stri us as being 
you may be sure that it 


iment, and it pays to 
responsible person to investi- 
Here is an outline of the way 


t complaints are handled in our 
ation :-— 
fs are opened in a cen- 
ostal section. 
ey are sorted into distributing 
ays by senior clerks who put on one 
side any letter that contains a com- 
aint either from a customer or from 


letters are then 
n red with a rubber stamp, 


letters are delivered direct 


COMPLAINT 


„Justified ~-~ Unjustified 
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| By 
G. D. GARDNER 


Organization Manager 
Horlick’s Malted Milk Co, Ltd. 


5. The Office Manager has a supply 
of stencil-duplicated forms of which a 
specimen is reproduced here. 

6. The date is filled in, and then 
the complainant’s name, address and a 
brief summary of the complaint. 

7. Then the Office Manager, or his 
assistant, investigates the complaint 
and finds the true explanation. 

Explanations are categorized into two 
headings: ‘Justified’ or ‘Unjustified’. 

If the former, the company has been 
at fault. If the second, it has not—and 
I must say that a considerable percent- 
age of complaints fall into this latter 
category. 
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prepared eo c 
which may have been reteiyed : 
(a) By complaints received, — 
‘Justified’ and “Unjustified’, 
Element’ and 
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tter of complaint by i 
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£3,500 MECHANISATION : 


Justified in 
I2 Months 





- 


This flexible ——— accounting 


machine is adaptable to a variety of 
work. It has the maximum of auto- 
matic features and so calls for the mini- 
mum of operating effort. It is a type 
of machine which is tapidiy > ing taken 
up by small and medium firms 


ighteen months ago we installed our 

first accounting machine; to-day we 

have fourteen. As the result we 
have effected weekly savings such that 
the cost of them has already been 
covered in only 60 weeks. 

Our trading period runs to the 19th 
of each month and we have about 
33,000 accounts, for which 7,000 
monthly statements go out. Whereas, 
by hand methods we were unable to 
get out the monthly statements before 
the roth of the month following with 
resulting delay in collections, we can 
now dispose of the bulk of them witltin 
a few days of the close of the month. 

The machine analysis of our stocks, 
which cover 4,000 diverse lines, has 
enabled us to embark upon a really 
comprehensive system of control. Pur- 
chases can be regulated exactly to the 
demand, and sales movement can be 
initiated in slow moving or seasonably 
active lines in time to produce effective 
results. It is impossible to do this by 
hand methods. Decidedly, mechaniza- 
tion has revoksé#ienized our business. 


— 
Our System is Simple 
and Complete 


The machine installation which has 
produced these results is outstanding 
in two ways. Firstly, seven varieties 
of the same machine are used, yet the 
volume of work keeps each fully occu- 
pied. Secondly, the system is simple 
and each operation is clear-cut so that 
all work is checked and balanced daily. 
This factor alghe effects real economies 
in time and #xpense. 

The syst is, moreover, novel in 
that because of this simplicity each 
machin@ illustrates clearly the particu- 


By F. J. REES, Director, 


Andersons’ Rubber Company Ltd. 
In an Interview. 


lar kind of work for which it is intended 
by the manufacturers. 

Two eight-column mechanically- 
operated adding machines are used 
soleby for straight listing work, and 
demonstrate by rapid addition the ease 
of providing control totals. Three 
electrically operated non-listing calcu- 
lating machines of the full keyboard 
type show the speedy completion of 
extension work, the computation of 
wages and the independent checking of 
control card figures. A _ typewriting 
accounting machine illustrates the 
mechanized handling of dividend records 
—four records, dividend warrant income 
tax voucher, office record and banker's 
list all prepared at one operation. Two 
each of the adding-subtracting state- 
ment stock record and ledger posting 
machines show ideal combinations of 


functions for the specific purposes 
implied by their names. 
Finally, the duplex accounting 


machines illustrate a variety of general 
purpose uses in analysis and dissection. 


Smooth Routine Method 
for Orders 


The daily orders, averaging 400 to 
500, are handled as follows. Six or 
eight girls concentrate between the 
hours of 8.30 a.m. and 10.30 a.m. upon 
the typing of the orders in triplicate. 
Distinctive colours are used to facili- 


tate departmental analysis. The first 
copy is attached to the original order, 
the second provides the packing instruc- 
tion, and the third the medium of sales 
analysis. 

After the goods have been packed, 
the packing slip is passed to the typists 
for the preparation of the invoice in 
triplicate, viz.: customer’s copy, ledger 
posting copy, and statistical day book 
copy for analysis purposes. 


Ledger Posting and Analysis 
Made Easy 


The invoices are numbered consecu- 
tively and the first step is to list on a 
prepared sheet just the total for each 
against its serial number. This provides 
the total value of orders receiyed. The 
next stage is a machine pre-list of 
invoices in ledger and area order, the 
country being djvided for convenient 
handling into 27 areas, covered by a 
like number of ledger sections, the 
customers’ sheets in each section being 
arranged alphabetically. The sub- 
totals derived during the pre-listing pro- 
cess provide not only a control figure 
to check against the serial number list, 
but also individual control figures for 
each area. 

As the sales led®ers are divided into 
27 areas, it becomes a simple matter to 


(Continued on page 20) 





Seven different types of machines—adding, book-keeping, calculating and type- 


writer accounting machines—all suppplied by the same man 


rer—are used 


in this completely mechanised office of Andersgns’ Rubber Company, Bristol 


| 
| 
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Machine Accounting 










CONSULT BURROUGHS! | 


The 





Experts - 


On the mechanisation of any 
accounting work in any kind- of 
office—large or small 


Burroughs experts will study the 

work from the machine standpoint 

and submit detailed proposals— 

without expense or obligation of 
any kind 


Burroughs — 


BURROUGHS ADDING MACHINE LIMITED 
Chesham House, 136 Regent Street, London, W.I 


*Phone Regent 7061 (Private Branch Exchange) 


Burroughs manufacture a complete range of Accounting Machines, Adding Machines, 
Statistical Machines, Typewriter Billing and Book-keeping Machines, Calculating 


Machines, Cash Registering Machines, Correct Posture Chairs. 
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for Machine Accounting 


Kalamazoo Double-Fast 


is 


the right Equipment— — }y ? 


Because ~ at a turn of the handle - you have 
either loose cards for posting or a bound book 
for reference. Your records must be loose - to 
feed the machine ; they must be bound and compact 


Because of security: Except when accounts are 
actually being posted, it is a Book and therefore 
can easily be stored in the safe at night. 


Because of accessibility: Accounts are stored in 











- to handle efficiently and quickly. The ideal 
equipment combines these two es€ntials with no 
loss of time changing from one to the other. Double- 
Fast fulfils this ideal in an ideal way. 


Below is shown the new 
Machine Accounting Binder 





i 
i 
i 
i 
i 
* — units, available for reference at any — *— DF Model E. 
e o sheets “out”; records 
always complete. ————— ma — This remarkable Binder | 
becomes a CAR — removes amounts to i 
Because of accuracy: No lost LEDGER AND RAY 1 ` an ity—the use | 
nor misplaced accounts. Si at a turn of the ` of leather -bound books =| 
accounts need not be taken away for handle ` swith metal equipment | 
reference: complete book must be — Iih \ it meets metal with ı 
taken. p ` N metal and : 
\ nn To i at the same | 
Because of compactness: Occu- —W — ` pr ice is — : 
pies a fraction of the space taken AY if; M, i t i 
by cards. Fifty thousand accounts can X \WY See) 
be kept within easy range of operator 7 X lighter— i 
in a floor space of just over one e | $ handier. j; 
yard - 3ft. Jins. by 3ft. Jins. Five | i i 
thousand accounts can be housed on | REEE 
a shelf Sft. wide. Š 
Because of economy : Saves time THE BOOK - 
of machine operator and other bound - convenient - portable. ... 


office departments. Saves costly 
space on floor and in strong room. 


Because of portability: It is a 

Book and can be handled and 
carried from place to place with ease. 

ADVICE 
- without obligation 

We ha and 
— — — 
installations and equipment problems 
HE 


ee a service before, 


—8 Demonstrations are given Nanay. 


Kala 


Manufacturers 


PEN-POSTING 


(Proprietors : 





a complete 


VISIBLE RECORDING 


range 





Morano & Iuesy, Lro.) 


MaZoo 


‘> 
Be eee ae A. wry 


Lid - 


for 








modern equipment 


MACHINE ACCOUNTING 





HEAD OFFICE AND®FACTORY: NORTHFIELD, BIRMINGHAM, 


London Office : Sheli-Mex House, W.C.2. 





GO/F/S/34. 
Branches in all leading Provincial Cities. 


“WE INVITE YOU to visit our Stand (No. 48} at the forthcoming 
Business Efficiency Exhibition, Free Trade Hall, Manchester, Octyal—6 
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and of balances are thrown up. 
ormer, as already mentioned, is 
eed with the total shown in the 
lepartmental analysis; whilst the total 
of balances is checked by setting up 

_. from the control card the old balance 
figure which together with the total 
- value of lines posted should equal the 
new balance total. Upon clearing the 
machine, these items are automatically 
‘subtracted one from the other leaving 
__ the re¢ording dials at zero, showing at 
-a glance the correctness of the posting. 
‘inally an independent check is applied 
y calculating the total value from the 
unit price and the quantity shown. Any 
iscrepancy in the result is located as 
n error in posting, an incorrect unit 
e due to an alteration in purchase 
of incoming supplies, or an error 
at cost on the original post- 















































‘statistical day book’’ copy 
nd er to the warehouse to pro- 
a check on returned goods. 


ikes are Impossible with 
ceipts and Payments 
echanized accounting for 
ash items, of which there are 
7, provides another inter- 
bination—the preparation of 
t, posting slips, and receipts 
c in one operation. The receipt 
| printed gummed slip made 
| sheets of seven, having lightly 
ied to the back a like number of 
g slips which, being wider, show 
in of about an inch upon which 
discount allowed can be recorded. 
he operator inserts"in the machine 
e receipts cash book sheet and ethe 
mbined receipt and posting slip sheet. 
She records on the receipt the number, 
tomer’s name and net amount, 
ch are. recorded also through car- 
ns on the posting ‘slip and cash book 
sheet. She also records the discount 
illowed on the Margin and thus also on 
the cash book sheet. 

_As the slips are turned up in the 
nachine, the cash book sheet is moved 
_p one space so that a full number of 
entries is secured. The machine totals 
the cash and discount columns to pro- 
mv iceman! figures. The cash total can 
be checked by the straight list made 
for the bank Ppaying-in slip, and the 
combined cash and discount by the 
ifference between old and new balances 
pon posting the customers’ ledger 
xeets, The receipts are detached, 
stamped and stuck on the statements 
dor return to the customers, and the ` 
sting slips are “stuffed” into the 
edger for posting. 
-The outgoig che 





























































counterfoil, 
demonstrates an 


proofing purposes. against the posting 
to suppliers’ accounts. = 

Each cheque is accompanied by a 
remittance advice note prepared simul- 
taneously with the ledger posting from 
the supplier’s statement. We pay most 
accounts weekly, and the first items on 
the note are usually purchases since the 
last remittance. These are recorded 
simultaneously on the remittance advice 
note and the ledger sheet. The net 
amount due and dis¢ount are picked 
up from the supplier’s statement and 
posted on the debit side of the remit- 
tance note and ledger sheet. Finally, 
a balance is taken between the two 
sides, and if all figures are correct and 
the outstanding items cleared a “nil? 
balance is thrown up. A compensating 
error is by this method practically an 
impossibility. 


We Prepare Statements 
Separately 

The statements, are not prepared 
simultaneously with the ledger posting, 
because the method of daily controlled 
posting makes it a simple matter to pre- 
pare them separately. They are headed 
upon the typewriter and the entries 
are made in a straight list of debits for 
sales, less credits for goods returned and 
cash received, to show the net balance 
due, a sub-total being taken of the 
former items. 

The control is provided by totals of 
opening balances plus sales less returns, 
cash received, and discounts, all of 
which are proved figures. The descrip- 
tion is inserted against each item and 
the result is the simplest form of state- 
ment possible which no customer can 
fail to understand and if he wishes to 
check item by item. 


Our Control Figures 
are Very Simple 
The ultimate monthly summary 
office control record is extremely simple. 
This is set out somewhat as follows : 


Dr, 

Cash in Hand 

Sundry Debtors 
n Creditors to 
date ae ae 


i Cr. 
t/t Sundry Creditors 141 
11 Debtors to 


a ee owe 
Cash in Hand to 
date Sis — 
Nominal Ledger 
Balance a 
the figures 1 {i indicating opening 
balances at the beginnittg of the 
a * 
financial year. 


Thus, a profit or loss to date revealed 
at a glance according to the side of the 
account upon which the nominal ledger 
balance figure appears. 

The preparation of the warrant, 
office list 


















accurate and 2) 









warrant. As the items are 
recorded, the numbers of 
and net dividends and 
and provide 
accuracy. 


Accurate Check Kepton 
Wages and Expenses oe 

The typewriting accounting machine | 
enables us to make up the weekly pay — 
roll expeditiously and ensures accuracy — 
both in calculation and in actual pay- 
ment, — 
The sheet is ruled to shon 
employer's and employee's gi 
tions for~ health and unemp 
insurances, gross and net 
employee’s namber and is pro 
the right hand side with- 
strip about 3 inches wide 
horizontally at intervals. <The 
due are worked out on an hot 
and set down by hand on ¢ 
cards. The operator then. 4 
cards and prepares the analy 


























the gummed 
Each line is crogscast automati a 
the#net amount due recorded 

completion, it is only ne essary 
the sectioris of strip 







y and to run 


Each traveller 
and a driver who 
fore the firm 
traveller each 
salary and 


is provided with a ca 
is paid by him. There- 
has to remit to the 
week not only his own 
expenses but also the 
driver's wages. E o 
The traveller submits his expenses 
sheet showing in the top half an analysis 
of his sundry expenses such as hotels, 
etc., and the areas visited during each- 
day of the week. A 
The lower half of the sheet shows a 
detail analysis of car expenses together _ 
recorded. . This “is. ‘detachat 
the car record of repairs, ¢ 
separately written up. — 
< The office record c 


record car 
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VALUABLE BOOK ON CAREERS WHICH TELLS 


PROSPECTS IN COMMERCIAL 


With this Free “Guide” 
to Careers” in your 
hand you can 
envisage a 

future bright 

with the 

promise 

of success. 


JONTENTS 


E the FREE 132-page 
DE to CAREERS 


— The phenomenal growth of the Seere- 
te {arial and Accountancy professions-— 
the prospects therein. 
Y= The examinations of the several professional Ac- 
‘f° countancy and Secretarial Societies, the Institute 
H of Cost and Works Accountants, ete. 


i+} Professional Preliminary examinations, Matric., 


* Bar, London University Degrees, etc. 

How to enter fòr these examinations—-subjects— 
* fees—exermptions, etc. 

The advantages of possessing the examination 


5 


J Y © diplomas of a recognised professional Society or a 


University Degree. 
6 The best method of study, specialised postal train- 
* ing, taken at home in spare time. 


Practical (non-exam.) Courses in all Secretarial, 
e Accountancy and Commercial subjects. Cost 
Accountancy, Law, Advertising, Salesmanship, English, 
Foreign Languages, General Education, Public Speak- 
ing, ebo. 
8 The work of the College——figurea showing how its 
* examination successes regularly outnumber those 
of all other training centres combined. 
Illustrative careers of past students now holding 
* high positions in the business world——achieving 
| success early tn life. ° 
ap 1 Advice and hints given to students of the College” 
a * by eminent public men. 
11 The College signed Guarantee of Training unt-l 
Le @uccessful and £2,000 per annum Prize Scheme. 


HOW TO BETTER YOUR 
LIFE AND TO INCREASE YOUR INCOME 


RE you ambitious? Have you the average mee sure of ability 7 4 
you prepared to concentrate that ability on the ttaimment of sieta 
in your career ? } Pr ok ' 

If.so, this announcement brings to you a message fall of the promise. 

of achievement. E sa as 

The Metgopolitan College is ready fo answer your questior 

you to realise your ambitions, to turn your ideas into actions, your cy 
into decisions, your hopes into actualitics. oe SE 

Just a little application during the long, dark evenings, anitat 

aid of a Metropolitan College Specialised Postal Training you oan, lle 
hundreds of others before you, move directly and —— s 
swiftly forward to certain success. 
Proficiency means That 
is why a Metropolitan College | 
Postal Training is a sound | 
investment; if means 
to you an ine 


proved 


position, È 
and an sug 
ever-increasing income, Itequips y 
to see opportunity, but to gras 
comes your way. Hero before you is your fir ’ 
your decision now and send at once for a 
rs he — ae Care all: 
to secure that p 
wr fature. 
aromis o 


enog, FOU can PUIG gT 
aso of sbudy, based upon your erkan ne a 
and conducted personally by the experienced Chartered Accountants, Barrister: t- Law: 
Chartered Secretaries, and other experts who comprise the Collage Tutorial Stall, 


The Metropolitan College has to its credit the longest and most. Iapressive jt of fo 
EVER OMS CES 


examination successes recorded by any commercial training instiiition In the 
Kingdom, whether postal or oral. 

Your future prosperity waita NOW on your decision. 
have sway. The turning point of your career may 
in that Coupon and post Hh to-day to the College. 
yat rang on the ladder 
af jaadership. 


be in the attached Cnn y 


COUPON—POST NOW M- 


| Please send me—without charge or obligation--a Copy 

of the College *182-page “GUIDE Ta CAMHS. 
> Hf you are, » 
interested in SEYE.: DNO 


C iv i L. . t (in Capitals) 
SERVICE Sil. nennen 


Examinations | 
send a post-card 
for the latest 
Metropolitar 
College 
Guide to Civit: 
Service Careers 


FREE. 


Exam. Gf any) 

in which biterested eno 
Post Coupon (4d. 

Dept. GS, St, Albans, OF 
Street, LONDON, BCA, or 
MANCHESTER, 2. eas 





Let the urge of your ambition |" 


So will you place your fout on theo] 


_A perfect self-filling pen at an economical price. 
Fitted with 14-ct. gold nib, tipped super-hard 
iridium; Points to suit every style of 

writing. Rolled gold pocket clip. Like 

{ all “Jewel” Fountain Pens, Model No. 
44 is supplied in black, red mottled 

and colours, and has a large ink 

o capacity- which Stnakes it 9 
o ideal for business use, — [2/6 
< Every pen guaranteed. — 

a eee P? Modern 

business men ™ 
are awake to the 
saving eflected—in 
time and money—by 
fountain pens. Se re- 
liable and inexpensive 
are the “Jewel” Pens tha: 
it would be true economy to 
equip each member of your staf 
with one of these pens. Obtainablc 
fromalistationers, orfromsole makers, 
- Specialities: FOUNTAIN PENS, PENCILS 
‘ suitable for XM TT 
— rite for particulars: 
L PEN COMPANY LTD. 
22 Great Sutton St., London, E.C. 
| All kinds repaired 


ss Management 
VISIBLE RECORD EQUIPMENT 


Gs: a 2 positive aid to managgrial control, giving 
` that “up to the minute’ ' information on which 
"decisions are made. It has positive investment 
| value when applied to the 
control of :-—~ 


STOCKS! 
ACCOUNTS! 
SALES! 


— eir aAA oa E 


“SMITHS s SYSTEMS LTD. 
HOUSE, YERNON PLACE, W.C.i 
aa 


The two 
best 
Typewriters 
in the 
world 








sept e arts a busy season of 
' direct mail campaigning and postal 









kind of material are 
r the Post Office of the 
o “mis-fires’°’ which are 
7 * he — ot their 





BOO al of Tamines was being lost 
through delays or complete failure of 
executives to answer letters. Finding 
- that a memorandum had no appreciable 

effect, he took vigorous action. Each 
“morning: he opened the letters himself, 
while his secretary sat near him with 
a number of strips of paper with the 
name of one executive at the head of 
each. The managing director glanced 
_ through each letter and decided to 
4 which executive it referred. Then he 








Through Out- of-Date Mailing T 
cand Improperly Addressed Letters 


— MUCH OF THIS LOSS IS YOURS? - 








the loss the more strongly demands 
that precautions (in the way of careful 
checking) should be taken against it. 









This Plan Will Check 
the Loss 
check-up on circular matter sent 


out under low rate postage can be 
made by printing on the envelopes or 





Use this aata uide 

it is Free 

To any business man or maili 
partment bead who J fo 
Postmaster-General - will send 






























wrappers a request for their return in leaflet, “H 

cases of non-delivery. The sender will This leaflet not or 
then get back from the Post Office all reasons why post 
his mis-fires. The return postage of 4d. but it illustrates b 
or Id. to be paid on such packages is sh T 






well worth while since the dead names 
and addresses can then be corrected in 
the mailing list or weeded out alto- 
gether. In fact, where big scale cheap 
mailings are dispatched, even from lists 
which are thought to be accurate, it is a 
good plan, at intervals, to have non- 
deliveries returned in this way for 
checking purposes. 

Three-halfpenny letters and other 
packets which are always returned by 
the Post Office in cases of non-delivery 
can, of course, easily be checked up on 
the mailing list. : 

Postal matter goes astray not always 
because the names and/or addresses are 
completely wrong, but often because 
they are incomplete and sometimes be- 
































can a deal — my w 7 
hour's concentrated wo: rk ir 


appearance of slackness was remark- 
able. Since then occasional unheralded 
‘swoops’ by the managing dir 
shown that the cure has 
manent. 

+ 


M uch correspondence is of the sort 
which demands a definite ‘Yes’ 
or ‘No’ in reply, and one executive has 
arranged with his secretary that when 
the bottom left hand corner of a letter 
is folded over, the answer is “Yes’; 

when the Bottom right hand corner is 
foltied the apswer is ‘No’; a fold of the 
top left hand corner means that an 
answer must be delayed until a confer- ; 
ence has been held to discuss the į variably crosse 












afternoon leaving the ~ 
free for other jobs.'' : 
+- ma 


T sales manager ot one con on rhas™ 
a distinctly original method of dea 


Ra dea ER Boe 














corner, that * will dict: $ 
answer. The Fra can 
ceed to answer — et 


hour is set 









: on new. — 
ing it more and more from the 
entr - point—the office, the admini- 
ation centre—rather than from the 










y C. H. Costello, on another page, 
adicates the.extent to which the office 
ow specifically cofrols the factory. 
A vast amount of new evidence exists 
to support this, evidence which, more- 
ar, sis rapidly increasing in volume 
m day to day. It is necessary only 
0 look at the revolutionary develop- 
2ents which have been made in office 
1ipment and appliances, the tremen- 
18 strides. which have been made in 
idvancement of office design and 
ods, and the evolution of office 
and — to the exact science 
7 we 
















































e business men have 
rated that in preparing 
ire. business these men 
om the office, equipping 
è point of control from 
“units of their organiza- 
ill logically derive their develop- 

his. is in striking contrast to 
fa few years ago when the 
nan’s idea of expansion was, 
o extend the factory, put in 
ant, take on more —— sell 


D í ofice —— are selling 
of their getter than fhey 

















| : æ Enables 


L sed Control over the 
whole organization 
--with:— 


: Greater Accuracy 
: Greate Speed 









he are ~ 


.ctory or production point. The article 





AND SERVICES. 


VERY LATEST IMPROVEMENTS FOR — 
OPENING-OF-SEASON BUSINESS — 





important, they are selling more and 
more to the small and medium-size 
business. Complete proof has been 


established of the fallacy that only the 
really big concern could afford to buy, 
or needed to use, modern mechanized 
equipment, in fact, the very opposite 
has been proved; it is the smaller con- 
cern which makes a proportionately 
higher saving in costs and a greater 
increase in efficiency by the adoption 
of to-day’s mechanized methods and 
scientifically-planned systems. 

It is quite impossible, in the space 
available here, to describe all the im- 
provements which have recently been 
made in office machinery, appliances 
and services to make them of even 
greater value to the businessman who 
wants to progress. Only a few out- 
standing points can be touched upon. 

For example, it is freely acknowledged 
that the display of control figures by means 
of comparative graphs, is an infinitely 
more effective and easily understood 
method for the average executive than is 
the usua! balance sheet of Agures. But in 


Sete eaairiiinghindivutiinNhNirchntiie manana 


ne 


Results 
Bigger Turnover | 
Greater Purchasing | 
Power | 
Wages Up b J 


Higher Net Profits |7 


——— — — — AAAA LSA A AAAA DEARA 





CAN YOU USE? _ 


i — — and counter é 







HERE ARE TO- DA 








































many concerns there are no. { 
able who can quickly prepar 
adequate value. — 

“A new appliance is now on- the 
by means of which graphs can. b 
cally produced on a display back 
people who have no ability 3 
drawing. These graphs can. 
represent accurately any fact 
ian combination: budgets, sa: 
duction, complete financial p 
goon. They are, moreover, 1 
than the average bende 
tion, quicker to produce, and 
expert knowledge. ~ 

This appliance is one of the e š ne es 
tions to executive control. e > 


seg wear and — hay, | 
— Fa., are , ma eting an e 





the — panels 
recording. cae 


The extension of a 
prompted a developme 
ing machines, Mach: 
which will imprint the high 
necessary for some air pe 
individual postage stamp can. no 
imprinted up to 29s. 114d. in value 
one imprint; it is no longer necessary 1 
print combinations of values tò make ‘up 
a total. 

Another addition to these machines is 
device which seals envelopes at ane time of 
franking. ; 


Burroughs’ Adding Machine have. come 
into the market with a new electric car- 
riage typewriter. Shifting the carriage, — 
spacing and ‘‘caps’’ are all operated 
electrically by the lightest touch. ee 
© 





The Kardex section of Library Benes! : 
Ltd., have a new high capacity safe-file for 
visible machine-posted records. _ 

A high-speed rotary duff 






















: aper feed, a ae i 
ting line and Ee ori 





For Sale outright 


services from 
ONE SYSTEM 


Iostalling the Addressall Indexograph System is 
the prelude to getting the utmost from every 
enquiry. In one convenient, durable unit the 

v Addressall Indexograph combines index, record 
and addressing stencil, It systematizesand simpli- 
fies the recording of such data as: name and 

address; source of enquiry; members of 
families ; subscription rates and renewal dates, 
eto... 

The long-wearing stencil—cut on an ordinary 

typewriter—can be operated, even by an office 

boy, for addressing mailing and routine matter 


of every description. Write for specimen and 
full particulars. 


DDRESSALL INDEXOGRAPH 


COMBINED. RECORD INDEX & ADDRESSING 
-ADDRESSALL MACHINE CO. 


HIGH HOLBORN, LONDON, WeDo 


o: Phone: Holborn 3571/2. 


touch with — 
every — 4 i mene. : 
* 


MOST. e 
BFFICI ENT 


or on Renta/ 


WRITE TO 
RELAY AUTOMATIC TELEPHONE SECTION 


SIEMENS BROTHERS & C° D? 


38- 39 SERER THAMES ca —— ECA P} CENTRAL 


The wonderful responsiveness otthe — 
new touch and the elimination of at - 
noise in the carriage return are Siig 

mrikia — the | new Par- 


here are ne 
important developments — a 
Paper Feed, 
Writing Line of Gorrespondence 
Carriage, and Chromitm, Plated 
Finish, being some of the mostfture- 
worthy features. 


MADE IN 
ENGLAND 


NO INCREASE 
IN PRICE 


BAR-LOCK (1925) CO. 
NOTTINGHAM, ENGLAND. 
_Toleghoge! Note. 7 S42 * 


‘Makers 
_BAR-LET PO! RTABLE 





ne Hon many oth es — 


Increase of i Inch ine - 



























ng is a rapidly-develop- 
iC ally important factor of busi- 
management of to-day. 

; specialised branch of management. 
her or not you are considering an 
liate change-over to mechanized 
scountancy, or if you are already a user 
of such a system, turn now to the 
announcement on page 19 by Burroughs. 
‘The service they offer is one with which 
yor should be acquainted. 


cS The moisture contet of the air in your 
factory or store may considerably affect 
your materials. The Humatagraph is an 
inst nt which enables you to read— 
like reading a thermometer—exactly what 
| e air moisture content is at any time. 


allace Clarke & Co., on page 36, offer 
eresting service. Could they help 
hi tter of policy or control? 


e in dexing is one of the essentials 
speedy and accurate reference 
It is edir A the most 


_ are announced on page 2. 
o 

Would it not mean a lot to you to be 

; to save 50% and the cost of handling 
enti € business correspondence? Yet 
ossible. But this is — by 
‘only advantage made pos- 
—— Read Mr. 





ei — ideas Ghick are e the sales 
| — effective — 
ios Their 


à t is on page 2., 
ere is no room to outline them here, 
there are six outstanding advantges 
d by Dictograph Telephones for 
r automatic loud-speaker instrument 
jage 39: No business man should fail 
east to read these six points. Rapid 
d eficient inter-communication is an 
sential factor, It is fully provided for 































3 e ai 
Save fr 6s. 8d. on every. 1,000 multiple 
ationery forms completed in your office. 


good? Fanfold Ltd., on page 2, 

to | prove: that you can do that. 
CS ay 9 

2 i ack your product in any sort 

a Pifrel or cask, or if you think that 
kind of container would be suitable, turn 

pase e 40 and lock at the Guelph patent 

cask. Its unique of its kind. 

- e 

: * you are thinking of distributing 


hristmas novelty gifts among your cus- 
mers this year, now is the time to choose 


gus gifts. Harpers, see page 44, can oe 





pips for a British c 
: 


egisters to Marks & Spencer 


But it isa- 












— order follows a previous. one Lancast 
thus Marks & — have designed 
‘al. of 950 of these machines. wor I 











of biistness — and {i 
routine are outlined here 
and in other pages of 
this issue. 
x 
Check them against to- 
day’s condition of your 
own business. Where 
could you profitably in- 
troduce one of these 
latest developments ? 





































Gledhills are building a 
factory to cope with this and other 
increasing business. Their sales and ser- 
vice departments have also been improved 
and extended in every part of the 
kingdom. — 44. 


Carbon copies without interleaving 
carbon paper. Consider the enormous 
saving of time which this makes possible 
in a busy office. Look further into this 
and the speed-feed typewriter attachment 
described by Egry Ltd., on page 4. 


o 
Quite a unique scheme which provides 
for employees against sickness, old age, 
death and other contingencies, is outlined 
by the ideal Benefit Society on beats 42. 
A postcard will bring you all particulars. 
® 
‘Three ways to Mcrease sales’’, specially 
described by acknowledged experts and 
published as a folder, can be obtained, 
free, in return for the coupon offered by 
Kardex, on page 36. This is well worth 


getting. 
. 


Do you know about the Protechnic 
Ediphoner The latest developments of 
this well-known instrument of ‘‘voice 
writing” are highly interesting. They are 
outlined on page 6. 

© 

“Time will tell’’—exactly how many 

paid-for minutes a year of your time are 





. wasted by employees. The Gledhill-Brook 


clock on page 39 will put an end to this 
elusive burden of unproductive overhead 
costs. — 


How to save 50% of your printing bill: 
a sweeping statement, you may think. But 
an explanation of how you can do this, 
and get other advantages gs well, is 
announced by Rotaprint.on page 3I. « 

o kd 

Blotting-paper can loom as a substantial 
factor in the yearly costs of the stationery 
* buyer, but even here a saving can be 
made—without any sacrifice of fine 
quality. Get the attractive samples adver- 


cash. 
Gledhill & Sons, Ltd., of * tised by Lancaster Bros. &Co., on page 37. 





Wy as ‘ons a price as £7 108., — r 





portable - offi 
a a sales-aid app 





















that, the proposition certainly. comi 
attention. Lang Clayden, Ltd., tell yc 
more about these machines, and larger | ones 
up to £85, on page 43. Incidentally; t 

claim to produce the only office printin | 
machines which will print on made-up 2 















boxes and cartons. 
Does your correspondence and all ‘your ae 
sales literature state your claims and 
appeals to readers in finely-chosen English ee 
exactly suited to each job in hand? Exam- ` 
ine the buff inset, ‘The Magazine of 
English”, enclosed in this issue. Four: 
pages of vastly interesting matter on this. 
subject. 


Young men ambitious to improve their 
position and to become executives will find 
— appeal in the Metropolitan Col.. 
ege announcement on page 23. Emp loyers 
anxious to have their young men become 
a efficient will be equally intere 
ited. See the coupon for the useful: free: 


$ 7 

Real photographs instead of reproc 
tions often have a far greater pull 

tain fields of selling. -$ 

obtained at an extraor inarily y low 

























Look over the ranges. 6 
Thos. French & Sons, in the bl 
inserted in this issus. 

Did you know that : @ small portal 
purification apparatus. could be obtains 
for so small a cosé as £4 15s. | .? Thi 
a product of the famous Ozonair firr 
is illustrated on page 37. 


e 
“A good illustration is a more p 
sales aid than a column of text. 
a true remark. But it is equally: 
a poor illustration is a misdi 
and often a source of lost profits. é 
make some interesting remacks 
subject on page 4p. : * 
© 
The loose-leaf record books of Rudd 
& Sons, Lincoln, are well known. Theis 
“Robin” loose-leaf book indexing. system. 
makes these books particularly easy ior 
reference, See the illustration on page 44, 
\ —— 
Record books of another type, expan 
ing steel-back ledgers and thong ledgers, 
are described and priced by The — os 
Ledger Co., in the folder enclosed within — 
this issue. Incidentally, this company hag 
recently moved to a bigger factory, to 
cope with increased orders. A good: sign. ue 
@ : . 
An offer of real interest to all coffee: | 
stationery buyers is made by Rikarbon on 
page 38. Apart from the s offer of = = 
twò typewriter ribbons and a bunch BE 
high-grade copy paper at an amazing o= 
price, their argument, drawmg a simile 
from motor cars, that you don't b 
wheels every time you biy: 
certainly has force. 
e , 
ilip Samuel, on page - 44 
of how you can red 




















1 er on page 40) 













hich gives t 


HAT is why Ellams M.10 Automatic Electric Model is the out 
standing machine for Duplicating work. Sales Letters, Circular. 
Memoranda, Notices, Reports, Plans, Leaflets, ete., eten can be printed 
in the privacy of your own establishment quickly and at smail cost. 


The Ellams range of Duplicating appliances and equipment is the largest 
offered, consisting of Flat Bed and Rotary Duplicators from 43/- to 
85 gns. and includes Stencils, Inks, Typewriter Ribbon% Carbons, etc. 








at Stand-No. 59 at the — ooon 
Manchester Efficiency Exhibition Oct. -6 _ 
the full range of Ellams Appliances will be shown 


Suppliers io Government Departments, Crown Agents, 
and the largest Business Concerns all quer the world 





— — 





Buria srt) 











ELLAMS DUPLICATOR CO 
12 King Street, Cheapside, London, | 


Liverpool: 14 Dale Street 





















I Cncoura Suey punctuality and alertness these ever- 
" accurate clocks improve staff efficiency. They end 


e expensive misunderstandings and mistakes which 









ks ate always causing. Yet they need 





| no win ling up or regulating and cost no more 
than a shilling or so a year per clock to run. 
| ‘Smith’s S onous Electric Clocks are also most 


effective as continuously “alive?” advertisement 
for individual establishments and for branded 
goods. They help distribution and, speed up sales. 


Lists of standard patterns and estimates 
for special designs free on request. 







Issued by 


‘SMITH’S ENGLISH CLOCKS, LTD. 
Cricklewood Works, London, N.W.2 
















FACTORY 
SITE 


he steady demand for factory sites loom unduly large if not economically as a whole must be taken and con- _ 
and buildings which has existed dur- selected. In some areas the charges sidered. Will it develop into the kind 
ing the past year or so is now rapidly are on a sliding scale, according to of place which will be more and more _ 
: proaching a boom, to meet the excel- consu mption, in others they are on a advantageous to your factory? Will | 
lent prospects which are now everywhere flag rate; some areas offer substantial transport and supply services tend to _ 
à rent for a big revival in trade gen- discounts and some do not. Choose improve as time goes on? > Will your ae 
erally through the coming autumn and carefully which suits your purpose. buildings and land appreciate in value? _ 
1 HERE 7. Do not overlook prevailing — labour sh — still bette 
‘tual c feather condition ——— - i8 It a growing district for ma 
itmost importance to the busi- — — — ete outlets? tien the local councils 
ee : | y antect manu ; : 
3s contemplating factory facture or stocks. any projected plans which may i 
tension. It is no mere ge U future harm your business? = 
ude to make this statement, 8. What labour is available in the These are some of the main £ 
3h it may appear to be such an (istrict? This is of vital importance. yich must be considered. ‘The 
us remark at first sight. Many H you want skilled labour, see that it og course, others which apply t 
© chosen after a cursory examina- is easily obtainable nearby or you will lar industries, — 
and brief discussion have suggested Suffer a continuous and very inconven- The railway companies, loca 
the conditions suit the enquirer at ient labour turnover. The same applies clerks, chambers of commerce an 
e moment. Later on, however, serious tO mass labour. Workers who have to estate agents specialising ir * 
ags have been known to develop, travel long distances to and from work site business are an: 
ws which could easily have been are never so efficient as those who live assistance to any bu 
oided if the site question had been Dear at hand. Their proper feeding to consider factory aR 
> into as exhaustively as it should becomes a problem, and frequent absen- sion. They have, in the pa 
e been at first. É teeism for a host of reasons helps to pile ` Ca — “ile 
here are many points which the UP overhead costs. 
ness man must look out for and 9. Drainage, and possibilities of tip- 
alyse. Among them are the follow- ping refuse or scrap. You may have 
— waste products which are difficult to. 
_ Geographical situation: location, dispose of. Local objections may be nical and routine point. Get int 
ive to the factory, of supplies of raised, l with them and your prob 
materials AND markets for the 10. A long range view of the district become greatly simplified. 
anufactured goods, . 




































the actu il choice of a site is a matter 
































experts who can advise on ev 








2. The obvious questions of price 


è seth aR 
and terms of payment. ye ei a 
3. Rates and other local charges. There S NE W Business Here Coe r 
Careful comparisons must be made, dis- _ New dress fabrics, made by a combina- An air-cooled aero- capable of 
trict with district, as these vary between tHon of wool and mohair, have recently aiming a very high speed for a long ee 
ide limits. been exhibited. In one of them, a botany time in both hot and cold climates, has — 

“Can additional indi itabi wool warp and a mohair weft are employed been built by a British firm. It will prob- cae 
ae MEA eGGroonal land in a suitable in such a way that a series of fluffy ridges ably be used shortly for civil aviation, and 
position, | and on suitable terms, be is formed along the piece. In another, a will increase the efficiency of the air lines 
seeured for future extensions? This is pebble effect is produced by exploiting the both for passenger and goods transport. = 
a long range View” which every manu- shrinking properties of the wool. Other ls 
facturer must* have. unusual and potentially useful combina- - ier it ae 
oo 5 Wad, railway and water trans- ae — — Tayon, and Petrol can now be refined from trs — 
=~ port facilities, bearing in mind that = — — that the yield of petrol is 98 per cent, of o 

Be every yard of transport ort any sort — the volume of the original tar. : The Pro ae 

and all unnecessary handling not only A press for storing gramophope records, cess has not yet been commercialized.” 
_ add to manufacturing costs, but also Consisting of two circular steel plates — 
_ have a bearing upon ability to deliver — — des — — — ee — l , 
aaua goods. Quick and cheap poeman it con abe we ota ne ior na aeiio irony with slots in the side near: 
distribution is every bit as important eae the sole plate make the ironing of garments —— 
. warped discs. with buttons on them a simple task, are at. 





—— eae in tiy and easily e w present on sale in Germany, and should 
- 6. The supg@y of gas, water and A new electric lamp of a special high- reach this country shortly. i 
ary sO considerably that they call for cm ient 4 na the * Lie’ bene —— 
He most cargiul examination ant tom- "i — TAAS 










e pä 


er electric lamp, designed for 

üd decérations, which do 
n. Other lights on the 
bs out, has been 
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WITHOUT SACRIFICE OF QUALITY 


0 
HE A, SAVES 50 Á 


OF YOUR PRINTING BILL 


Rotaprint is the most versatile office printing machine on 
the market, having all the capabilities of larger machines 





NO TYPE used in printing works, but simplified to produce 
——— used first class printing at high speed, and at minimum cost. 
The producing medium of the Rotapsint is a thin flexible 
NO BLOCKS aluminium sheet which can be inscribed Bes a variety 
No blocks are required of methods. All your sales literature, stationery, etc., 
for Sretresions. can be printed from this metal sheet, displacing costly 
GAVES TINE blocks and the laborious bugbear of typesetting. 
Perfect prints produced Many leading Business Houses and Government Offices 
at 3,000 to 6,000 per hour. testify to the great savings effected since they installed 
Rotaprint. Read this extract from the Post Office 
near reatar T Mages 
z . . . been 
away and ready for further r. C.W Drga, Sal Oe Rnginew-to-Chief's Devertmans, Tes 
at a moment's recon owt in effecting savings 
í departments, by the 
SIMPLICITY 


Rotaprint can be oper- 
ated perfectly by a junior 
in your office, 





For full particulars and FREE 57a HOLBORN VIADUCT, LONDON, E.C. I 
Demonstration on your own premises Telephone : Central 5655 (5 lines) 


or at our showrooms apply:— -toat BRISTOL, BIRMINGHAM, LEEDS, NEWCASTLE-ON-TYNE 
SHEFFIELD, MANCHESTER 


Terms: Cash or 
Hire Purchase. 





THE “CARRIEST” 
CARRIER CYCLE -MODERN 


© Carries 3 times the load of an FAC E Ò R I E S 


ordinary carrier cycle 


@ Is safer to ride — easier to 
balance — easier to start 


G 
@ is specially designed for the 
carriage of goods—not adapted 
for the purpose 


need modern surroundings and a well- 
organized town service for full efficiegcy 


WELWYN - 


is a new town, 25 minutes from Central London, e 
specially laid out and equipped for modern manu- 
facture, with first-class housing and a cheerful and 
vigorous social life that makes for better work. 


Factories TO LET or BUILT TO ORDER. 
Send for“FACTORIES IN ENGLAND” 


From 






eres > 
> WRITE FOR DETAILS ESTATE MANAGER 
THE “CARRIEST” CARRIER CYCLE CO. HOWARDSGATE * WELWN GARDEN CITT ` 


7 TUDOR STREET, LONDON, E.C.4 














from page 9) -fro 
comers to the market, Other {10,000 7h int for this J its 
itish concerns, too, are breaking their industry is the way in which mass pro- Not So Bad | 
vn output records. Austin, Standard duction has cut out the home construc. The bear factors call for onh 
id. Singer all report recerd sales, caus- tor. Today you can buy a better comment. The fall in wholesale’ pri = 
g factory extensions. British set for either £5 or {50 than the by 1%, is really evidence of stvadinaas = 
The same is true in wireless. A amateur could possibly build for the y go od case can be made out regarding 
cature of the recent exhibition was the same money. This fact is having an i¢ as a ball point. ros 
| The rise in unemployment is seasonal. 
—————<<———.. Tt amounts to about a half of that 
registered in 1932. One cause for this 


HERE IS THE SITUATION THIS MONTH _ = the abnormal number of chidren 






























So 






















































































RD aa a aapna en 





— 915 AAA Abi 
intent metre tiara bar et RA err Ao Pre = pu ep gap 








leaving school, due to the immediate © 

f London, Districe: The post-War rise in birth-rate. This 
Jecadual Tetum from hol accounts for 13,000 new names. on 
days has brought an in : x i g : 
crease in general activity. the registers. The Lancashire Wakes- 


Retail sales are op, and weeks’ holiday accounts for another - 





in spite of the holidays. 

daly bank clearings: (concen en. 
showed an increase on “CCC 
; vions month. 

‘There has been a slighi A 

B tise in unemployment, but 

it is not large enough to 


— anxiety, Y E A R AGO | ae 














E. and 8. E Districts: 
Agriculture has not 
suffered as much from 
e drought as was gex- 
pected, The number of 
unemployed in the princi 
pal towns is in every case 
jess than it was last year, 
though it is up a little on 
last month? The fishing 
industry has improved. 
Prices are high, but there 
have been hitches with 
German import difficulties 
m connection with export 
trade. 









n September, 1933, the bu 
map was that shown in 
reduced reproduction below 
look at To-day’s map on the | 
it. See how the shaded a 
i933 have cleared. Notice 
new industrial areas, p 
the south and east, 
unemployment figure of 
10%, while even the no 
west Midland areas, whicl 
doomed to the doldrums. fo 

























Midlands: The isi in 
general engineering is 
gpassing, and the position 
i satisfactory, The de- 
mand for iron and steel is 
good, and there is Htile 
— in unemploy- 
ment figure. Motor mang ' , PUA 
facturers are busy, and Gloucestef, Sheffield, Newcastle, - 
structural engineers are snerity 
Emach more active than 
wasusi The hardware 
trade is stil active in the 
jBhome market, but the 
export trade has been 
upset by the Continental 
E political situation, 
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BW. and S$. W., Districts: 
HThe coal trade is dell in 
South Wales. Stocks are 
Giarge, and new business 
mis anxiously looked for. 
The tinplate trade has a 
Eiry bright intare; 
mowing to the Internationa! 
Agreement, prices have 
already risen. The freight 
market for shipping is 
distinctly better; rates 
have improved, and still 
improvement is 
expected. Unemployment 
is generally better than it 
was a year ago. 


N. E. District: The 
demand for coal is im- 
proving. Already, there 
is) some demand from 
abroad, ami home markets 
tend to absorb a good 


UNEMPLOYMENT -DOWN iee 






NN ARMAS nr KATEAN ATS aA 















and steel trade: West 
Riding ¢extile business is 


Number of Insured Persons Unemployed |52, 2222h employment 


IN, W. District: The 
fection industry is in a 





* amon | ree 
: come from. abroad. 


the “working” ‘of “the 
asses in America, the 


mpletely Without andene: Mr. : - | : N p = 

. M. Keynes has well described the | COMMODITY COST sr 
average American director as being CES— VINC aa 

to-day ‘‘sulky and bothered”. The new PRIC 

_. conditions which he so gladly accepted 

a frome to pe. ——— unendurably 


(JULY PHE 100) 


Inevitably È be a much delayed autumn 
revival in America. This is a serious 
matter for our own autumn prospects, 
for a retarded American upturn may 
have grave results here. Our consola- 
tion is that the sterling area, tariffs and 
trade agreements will act as insulators 
from any further depression which may 


America’s misfor- 
is reasonable to suppose 


agh the action of the 
lization Fund. In this 


serious would be any 
the gold bloc. There 


Obviously, too, the 
Or in Germany is 
ng desperate. These facts might 


MILLIONS £° 


‘or July the “Economist” 
activity index is 107-8, com- 
— with 103°8 for July of 
‘last year. During the past 
quarter British production 
‘came within 2°, of the 1929 

_ peak. This compares with falls 
< of 203—389% for the fourother 
leading industrial nations. 


MILLIONS £'s 
| MILLIONS £'s 


— AA MAASE Ñ — — — — — 


orce the government of either country , 
to risk leaving the gold standard. This A SALES AT DELS VOVE E 
would ntirely damage the situation in VIOUS YEAR | ZAN NNa 
ort feld. However, the proba- a = DS SERE. ah RSCA 
r the mark or the franc 
ring the next six months 
ively slight, but they 
y š l 
the dactors, and giving 
“value, it is reasonable | 
e revival of 1933-34 1. 
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BUSINESS for SEPTEMBER, 1934 


PRODUCTION Management To-day is 


~ ... IN THE OFFICE 


he development of industry to the 

present stage of rationalization, by 

which we mean ‘‘the method of 
technique designed to secure the mini- 
mum waste of either effort or material’’, 
dates from about the year 1920, and 
within the intervening period to the 
present day the office side has developed 
those mechanized methods of analysis 
which have enabled it to play the vital 
part in the control of production that 
is seen in the leading organizations 
to-day. 

To understand how control of pro- 
duction from the office has come about 
and the major part it now plays in 
efficient organization, it is simplest to 
consider separately the evolution of 
each phase. 


How Modern Quantity Production 
Developed 

Production in its earliest form began 

with the passing of instructions from the 


time requirements mass production of 
components was found to present prob- 
lems of waste, and difficulty.of volume 
control as between different com- 
ponents 

These problems have been solved as 
to the first, by the evolution of a 
suitable technique, and as to the 
second, by specialization, i.e., the 
manufacture of suitable groups of 
components by a factory unit designed 
to produce a predetermined volume. 


This is How the Office 
Began 


Until about 1900 every man in busi- 
ness was a veritable slave. Considering 
the cumbersome equipment for the 
transaction of business in those days 
one is not surprised. Papers were filed 
flat in cardboard cases which literally 
lined the offices from floor to ceiling. 
To find any particular item for reference 





proprietor to his workmen to manu- 
facture, i.e to? make by hand, an 
article to fulfil certain purposes. There 
was considerable latitude in the form of 
the product, in fact, the individuality 
of the workman determined largely 
what this should be. 

The advent of mechanical processes 
by their very nature limited this form 
to a standardized product. That was 
roughly the stage reached in 1914— 


was the ordeal of a day rather than the 
incident of a moment. Record-keeping 
was a matter of “‘copper-plate’’ engrav- 
ing in weighty tomes; trial balances 
were got out at historic intervals: and 
departmental digests or reports were 
unheard of. 

The successful executive depended 
more upon his memory than upon any 
information it was possible to dig from 
his voluminous and unrelated office 


when the pressing need for countlesss records. 


war supplies brought about a tremen- 
dous speedingfip until we reached the 
stage of mass production where each 
machine in the factory concentrated on 


the applicafion of one particular process 
to a very Arge number of items. 
Appfieg to the wider field of peace- 


*dice against 


The introduction of the typewriter 
and the gradual overcoming of preju- 
‘‘new-fangled’’ methods 
began the development of the office. 
Then, about 1920, came the tremendous 
drive by the office machine manu- 
facturers to achieve versatile machines 


By C. H. COSTELLO, A.C.I.S., A.C.W.A. 


capable of covering a wide range of 
requirements, yet also simplified 
machines to appeal to the business 
of average size. 

To-day, at every point in the office, 
speedy and automatic machinery is 
establishing its power as a profit-maker. 

This morning, for instance, many an 
executive was able to see from two or 
three compact typewritten reports a 
complete picture of the whole of his 
business up-to-the-minute: in 24 hours’ 
time he will be able to see from similar 
reports every development that takes 
place during to-day. 

His analytical, recording and account- 
ing work are largely machine processes. 
Cash is counted by automatic machine. 
Wages are made up by machine; dupli- 
cating, addressing and printing machines 
maintain day-to-day touch with sales- 
men in the field, retailers in their shops, 
customers in their homes. Thus the 





Left : Hour-to-hour works progress of six 
types of heavy motor chassis and double 
that number of body types is watched 
through the statistical control of this office. 


Below: For the 1,000 employees of the 
Austin Motor Company, Ltd., coin counting 
and sorting machines take only 2} hours 
to count and insert the entire coin contents 
of the pay envelopes. Notes still have to be 
inserted by hand and take another 1} hours. 
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jay has a — 
i ties by the — 


’s Office Controls 
oduction aot 

i organization requires 
‘Operation between all 
less, including produc- 
| to know whether sales 
ing ahead or behind production; 
: er or not the costs of production 
are too high, or production is insufficient 
to meet overheads. Accurate current 
_ data are as important in regard to this 
= phase as to administration. The re- 
| quirements: of customers show by com- 
<- parison whether the demand for the 
_ company’s product can be met. 
Te determining selling price, cost of 
ETEK production i is ‘the basic figure. The cost 
< price ust be sufficient to cover 
labour expenses. There 
complete system of cost 
© recording machine and 
on, pay-roll records, per- 
S$, raw material stocks, 
yer analytical records. 
data at command, the 
seducing production costs 
ed with the certainty’ of 
cable results. 

er then that the success 
























their as airaa in the works also, 
3 they | are found to provide, with 
ime clocks, job- and elapsed-time 
ec ome stock systems, the mechanism 












‘the works wffice, they have 
i the factory itself, working 
athes whose output they 


Results Speak for 
Themselves 

y uable the office control of 
ictio has become is well demon- 
in the organjzation of a well- 
i T motor works. Here the punched 
d accounting machine is used for 
continuous analysis of the production 
operations. The key punches that 
_ record the information are located actu- 
ally in the shops, and the prompt 
records that ensue provide the company 
— with. £ 390 SR a minute as to the way 














What O Office- Control of Works 









‘The: : Real Aim 
iness 








—— — To ae F 
suggested twenty years ago 
to the ordinary business man 
that he was in industry with 
any other motive than that 
of making money, would have 
been to invite a charge of 
insincerity, but to-day there 
are thousands of business 
men, in every walk of life, 
who realise that beyond the 
elementary task of making a 
living, they should be rend- 
ering through their work e 
service to their fellows and 
the community which jus- 
tifies their existence. 


Angus Watson, Esg., J.P. 











this. caching isa , remarkable time and =< 
money saver, because it puts data of all . - — 
kinds on shop orders and routine forma, — — 
such as cost ké@ping records, a = 
easily as it addresses envelopes: — 

A manufacturer of tractors: disp vate s — 
in an hour shop orders througout the = — 
entire plant for the m aking of m yo — 
tractors, each having” more tha 
parts, By printing names an di 

























it is * to talko ain m on 
of 150,0 —* inds ` 
Routing throug 












in which production is going on. The 
sorting and tabulation of the cards in 
the office gives a variety of results of 
striking interest. For example, it is a 
simple matter, by segregating and deta 
analysing the cards relating to the work . 
done, to check that any particular piece 
of machinery is working to its proper 
capacity. 

The efforts of each operator are sus- 
ceptible to the same methods, and “it 
is possible to tell at once whether a 
man was working on night-shift or not. 
Maintenance charges are analysed, 
waste material kept in check, output _ 
controlled to fit requirements, costs q 
determined with any required degree of. 
accuracy however fine, all from the 
office. In fact, the output can be. « 
visualized without even setting foot in- 
side the works, yet with meticulous: 
accuracy. a; 

Again, in a box factory, practically the accuracy secur : 
all paper boxes and other containers are of the older style £ accounts — 
made up according to customers’ speci- not fail to maintain the real elicie Yy 
fications. This makes it necessary to for which we have always been not — 
know what it will actually cost to manu- in the industrial world, 


* * 













In a steel works, office "gantrol of. — 
factory routine saved treble the Outlay 
on the office equipment and — — a 


is doing for Progressive Firms 
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trol aachivery gives 1,500 
-facts per minute. These 
‘ol the movements of every 
ion and — of material. 


quotations by return of post before 

any job is started. 
month in costing. 

+++ 

In a tractor monna ya 

trol means that on O 

_ suffices for monthly 












trol enables the dispatch of price and working two shifts, off 


It saved {100 a. f 


year in wages 





In a factory making. sledita] pa 












shortened fhe: average ti 












: Competition i is going to be keener in the future than it has ever 

 been—but it bier not be a competition based on price. It will be 
a competition planning, of merchandising ideas and abilities 
with other canine ideas and capacities. 


This new era demands new methods. Merchandising ideas will 
nòt end with a good slogan or a compelling pack. More and 
more merchandising ideas will spring from facts—the facts of 
consumer demand—the facts of distribution outlets, and the facts 
of past and current performance with those outlets. 


There are but THREE WAYS TO INCREASE SALES and 
these three ways are explained in å folder we have prepared in 
collaboration with many of the keenest men on the marketing 
of industry. Hundreds of well-known firms in this country 

e prosecuting a more inspired, more vigorous and more profitable 


+ * 


y after adopting this new basis. 


¢ da y for your copy of this folder—the — below is 
your ‘contvenience, 


Tel. Mon. 3921. 


ARD 


MADE IN ENGLAND 


2x Business Development Bureau, rı Leadenhall Street, 
| London, E. C. 3. 


Please send without obligation your folder 


THREE WAYS TO INCREASE SALES 


* 


“Bo. 


ce M eo 0 se mr ee + ee sme 6 mee 6 me «mee sme 2 ree 9 me es sel 


B but out the guesswork 
eLink & COMPANY ’ i — instrament 


you exactly 


NSU JLTING MANAGEMENT ENGINEERS 2 —— 


ndustrial surveys and installa- 

n of management methods: 

lanning, costkeeping, stores- 

eeping, budgetary control, 

executive direction and 
policies 


RIS f NEWYORK | gy pr 
DUSE, ALDWYCH, LONDON * — 


Tempie Bar — 


hile the talking film may a 
W ecessarity be the best mediu 
for promoting sales in all lines 
business, it can undoubtedly be v 
profitably in a great many cases. 
There is now no difficulty in gett ti 
suitable films made; the principal diffi 
culty is getting them shown to possib o 
Customers, : 
The interest of buyers may. | 
aroused collectively or individual 
according to circumstances. | Many 
products, services, etc., offered to the 
public can be introduced to large a 
ences; other things are of intere 
to small groups or to individuals, an 
there are overlapping cases. 
the advertisement screen used. be 
and between cinema and theatre 
formances, is always available. ` 
inemas can be hired for use at. 
side the regular entertainmen 
ods, but this procedure is no 
applicable, it is far more impe 
have the means of showing talking 
me — convenient oe — any 


using t i larger (35 mm.) J 
sidered to be the right 
purpose, but owing to its cost 
weight, the tendency is now 
tute a much smaller ma 
i6 mm, non-inflamr 
arranged so that it can Peti 
into any room, and set. ty 
undue bother or delay. — 
Such a machine has been 
and perfected so that the 
of pictures and sgund is obta 
a degree of perfection in the 
as that of the large cinema — A 
Films relating to almost any subject ca 
be made without difficulty, and existi 
35 tam. films can be reduced eas 
16 mm. It is also possible to add sui 
able sound to existing silent films. — 


This Equipment .. 
IS Portable ee 

This 16 mm. reproducing equip! ier 
can be carried conveniently in the be 
of a car and the operator can set it 
inafew minutes. In this way a dem 
stration can be given in an office, sho 
room, lecture hall, private house, o 
anywhere that is convenient. 

A room in, or adjacent to, any cur 
rent exhibition or show  attractin 
crowds of people, may begused - 
advantage for public demonstration 
There is also good opportunity to util 


J — d parties, cruises, 


ds the — of the fil 
— if they are to be us 


nued on page 43) 










from $ page s 10). 


system,’’ he says, ‘“‘is 

thorough works control 
nd the detailed planning of each job, 
z 16 employee is now able to work 
ae effectively for perhaps fifty-five minutes 
+ in every hour instead of forty-five. The 
fact that he could not do so in the past 
has been no fault of his.” 
Mander Brothers find that the new 
nee leisure is made use of by the men 
— largely for cultivating their gardens. It 
also enables them to follow the local 
- football teams in ‘‘out-of-town’’ games. 
_. During the summer many people get 
away to the seaside or into the country. 
-> The women and girls are able to assist 
in the housework and to plan their 
— — more effectively. 


| Clerical Work Only 
on Saturday 










nteresting experiment is 


; gton Brothers at St. 
‘case the working week 
| gt ; 


ike Sane making, Day — 
m Monday to Friday 8 a.m. to 
e, with a break for dinner, 12 

On Saturdays they 
a.m. to 11.45 a.m. 
ts werk 42 hours. per 
















ton Brothers are not 
ce any statement as to 
e scheme or otherwise, 
rd it as still experi- 
t is significant that the scheme 
. ine ‘operation for nearly 


iese two ‘experiments may have far- 
eaching importance, for, unlike the 
oe ord. scheme, they are not applied to 
_ the production of mass-produced con- 
_. sumer goods: Nor are they allied to 
_ any high wage payment system like 
that of Ford's. They are in closer rela- 
ton to current English practice, yet 
_ they are being carried through without 
— los of wages to the workers. 
Obviously, no scheme which entails 
« the closing down of production depart- 
_ ments on Saturday can be worked 
without bringing in a certain number 
of clerks and dispatch department 
. _ people on Saturday morning. 
_ The firm with the longest experience 
of the short working week, Messrs. 
_Rowntree’s, say that a small group of 
or eight clerks are brought in on 
aturday enorning as part of their 
mal week. On other days of the 
k they work a shorter day than 















a dozen workérs are 
dispatch — 


of the — 
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The unique green blotting with 


REDUCE COSTS 





i Ream 6/6, } Ream 12/-, 1 Ream 23/- 


Send for Samples TO-DAY 




















i ‘Selling costs _ 
‘Sales follow-up 
Mailing lists 


Shannon Visible Equipment ines 
make Sales Records more usable by keeping impo ta 
facts constantly in sight and under control. = 


With Shannon Visible Sales Records « * 
facts necessary to develop new sales and keep a watchful 
eye on the business of old customers are ins’ 
and constantly available. . 


“FACTS IN A FLASH ! "— 


System to your business. FREE to pr 


Standardized ‘Office Equip 
IMPERIAL HOUSE, 15-19 KI 


Birmingham, Bristol, Glasgow, Liverpool, Manchest 
and Cairo (Egy h 








SHALL PORTABLE APPARATUS 
From gà: lis. teh, — * 


All Problems. of AIR PUBIFICATIO: 
| DEODORISATION, etch sq 


OZONAIR APPARATUS 
VENTEX AIR | 


cleans the air to the point of poe = 
OZONAIR PURE-A 
PLANT — 





a big price saving 
174 X 224 






Carriage Paid 







IT WILL PAY YOU 













Write for a copy of 
-pur 24pp. booklet 
describes how 
ou can turn your 
ools to. good account, 
It's free. 




















SAVING. 


ON TYPEWRITER RIBBON COSTS 


YOU DON’T BUY WHEELS EACH TIME YOU FIT 
NEW TYRES. WHY THROW AWAY TYPEWRITER 
RIBBON SPOOLS EACH TIME YOU FIT A RIBBON? 


Used typewriter ribbon spools represent about one 
quarter of the cost of typewriter ribbons 


SPECIAL OFFER! 


Two first-class products at the price of one. Two RIKARBON 
rfine Typewriter Ribbons and one hundred sheets of 
h-grade RIKARBON Typewriter Carbon Paper at the 
special price of only 7/6 post free—and satisfaction uncondition- 
opportunity you should not miss. We 


lly guaranteed. Here isano 
imited period only, to introduce to 


are making this effer, for a — 
more business houses the popu 
| and Carbons. Post your order with remittance, TO-NIGHT. 


RIKARBON . 


28 VICTORIA STREET 
LONDON, 
Telephone VIC, 9488 





RBON Typewriter Ribbons 


S.W.1 








. aR: ADVE — 
ED HERE 





À ake,“THE CALENDOX” your 


GOODWILL GIFT 
FOR THE COMING SEASON 


A perpetual, date-cancelling calendar 
requiring no refills—referred to six 
times a week ; seen dozens of times a 
day. More than that: it is the 
medium which willcarry your message 
through the door marked “private” 
and tell it persistently, year in and 
year out, for an infinitesimal charge. 
CALENDOX Calendars are supplicd in. many 


designs, in bakelite and bakelite-and-chromium, — 


aid a cheaper model in leatherette, Write, 


sating quantity required, for quotation and | 


— Prices frons * to Bins in lots of ago 





| as val ta ‘of their — turda 


favour of the scheme, the r men's. 





| results and every possible imp 





with the morning’s mail and eee 
ready for Monday morning. = 

Experience indicates that a- “much 
smaller staff can be used for dea 
with orders received on Saturday morn- 
ing for’ dispatch work and for corres- 
pondence than would be imagined. 

With this minimum staff, deliveries 
need not be slowed up; customers’ i 
will can be avoided; work can be 
started on Monday's orders as early as 
if the whole business had been function- oe 
ing on Saturday morning. 

Those concerns which use steam fe 
power benefit most from Saturday 
closing. Many firms report a definite — 
economy. Added to the better main- 
tenance work, which normally follows 
the plan of having plant standing o 
saturday morning, this is a big — 
sideration. ; 
































































Some Workers Rejected — 
the 40-Hour Week! 


not generally known that in one 
“year or two ago the w 
refused the 40-hour week. Th 
ployers suggested that they were 
to close on Saturday and redu 
working hours froni 44 hours a 
40, if they could obtain: | 
put in 40 hours as they had done 
While the women workers W 




























were against it. Apparently th 
this might be the thin ed 
wedge for reqwests for- 
production with lower wa 
alternative. 

All the facts seem to she 
shorter hours’ plan can 
through successfully without 
will of the workers, a wage, 
system which connects - wage 




















in the planning and organizing of the 
work. 





More Experiments as 
Should be Made 


These four instances are not sufficient o o 
evidence on which to make wide 
generalizations. But it can be claimed _ 
that in certain industries it is possible 
to pay the same wages for a 40-hour 
week as for a 47-hour week and thus 
to avoid dismissal of workers, — 

Naturally, the shortening of hours — 
does mot increase employment, if the —— 
same output is reached in the shorter o 
working week. On the other hand, if 
the same output is not reached, costs __ 
must rise. So that a 4o-hour week is 
no panacea for unemployment. SoS 

On the other hand, the experience of _ 
Mander Brothers shows that if can 
avokl increasing unemployment, if _ 
accompanied by a scheme for retiring — 
elde ly workers on a pension. = es 
ould be glad to hear of f 
ss from readers who are 
ting with the shorter wW 
























: advices and traveller’s 
are then written up 


E S, insurance contribu- 
ises, with the net amount 
: 7 sxtended on the right 
nd si e, cross-computing being again 
automatically effected and totals of 
_ columns taken by the machine. Final 
_ posting to the ledgers of the totals is 
| a simple matter. 

Thus the tedious hand job becomes 
oe a straightforward machine job speedily 
Bee completed: and proof against error. 





-How the Change Over 
~~ Was Made 


a The method of effecting the change- 
> overi is interesting to those contemplat- 
ing such a step. 
Taking customers’ ledger as an 
ample, the first step was to type out 
, complete list of 33,000 names and 
uddresses with the balance standing in 
edger account. The latter items 
completion were listed on the 
ing machine aud the resulting debit 
re tals agreed with the con- 
nf gures. ‘Meanwhile, the new ledger 
ects were prepared on the typewriter 
ustomer’s name and address 
rted into the 27 geographical 



























he ‘lists ‘showing the balances were 
cut up so as to provide posting slips 
¿o for each ledger, the slips being then 
-stuffed into their appropriate places 
next the ledger sheet to which they 
referred. Finally, the balances were 
_ transferred to the new ledger sheets by 
machine, and the control figures 
<> obtained during this process agreed 
=: with those already set up. The whole 

= process took very little time and caused 
- mo. disorganization of? the accounting 
= work, since the mechanized system 
made it easy to catch up on the 
accumulation. 








Controlled Development is 
Now Practicable 


What conclusions emerge from our 
eighteen months’ experience of mechan- 
ized methods? 

First, complete control of stock is 
secured. It enables direct control of 
the buying by departmental managers 
and dead stock to be detected and 
_ moved by special sales effort. Unpro- 
_ fitable lines soon ‘emerge under the 
-searching investigation now made not 
only possible but easy. It is also very 
easy to effect a surprise check upon any 
one of the 4,000 lines, and the know- 
ledge. that this. i is lable to happen at 


















During those rush moments when 
you require to be in ten places at 
once, that is when the DICTOGRAPH 
system of house telephones will 
prove your most helpful, rapid and 
efficient “assistant.” Not only then, 
but at all times this unique instru- 
ment will truly be an asset to your 
organization. 


INTERCOMMUNICATING— 
AUTOMATIC-—LOUD-SPEAK- 
ING—The Dictograph Tele- 
phone System enables you— 
as Principai—by the merest 
flick of the key—to 


1. Get through instantly 
to any departmental member of your 
organization, without turning a dial, 
calling Exchange, holding an ear 
piece, or speaking into an insanitary 
mouthpiece. 


2. Talk naturally to him, 
without raising your voice and with- 
out moving from your seat or even 
from your usual attitude, 


3. Hold. A Confe enc 
between sever of 
mental “heads” wii * 
leaving his department. “le 


4 Hear their replies 
through a loudspeaker as disti 
as if they were standing at your side 
if you wish your replies to be for you 
own ear only, an earpiece is provid 
‘Retain both hands 1 
e write or hold papers whilst you 
talk, or even walk about the ro 
or dictate your letters. 


Secure right o 
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DICTOGRAPH TELEPHONES 
Head Office and Works: 
AURELIA ROAD, CROYDON : 
London Sales Office: ABBEY HOUSE, WESTMINSTER, SWI 
Telephone: VICTORIA 2714 (3 lines) 


BRANCHES »-LONDON, MANCHESTER, BIRMINGHAM, GLASGOW, DUBLIN, 8 
BELFAST, LEEDS, BRISTOL, NEWCASTLE, CORK, Etc. | 
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just what you want to know-—-the —— you 
the time for which you pay. Wasted minutes eat into profi 
increase overheads. Cut them out and put an end to ung 
ality by introducing the famous G.B. System—used 1 
Corporations and leaders of industry throughout Te wo 


Send for catafogne with details 7 


GLEDHILL-BROOK TI! IE 
38 Empire Works 


























INSBOROUGH 
PRESS 


FISHER KNIGHT & Co. Ltd. 







lead Office and Works: 

















ATERNOSTER ROW, E.G. 


elephone: CITY 3200 





MODEL FACTORY WITHIN 
} MILES OF LONDON WITH 
-MOTOR AND MESSENGER 
_ SERVICE TWICE DAILY. 
__REPLETE WITH MODERN 
HIGH-SPEED MACHINES 

_ CONTROLLED BY PAINS- 
TAKING CRAFTSMEN NIGHT 
» AND DAY 


+ 






















SPECIALISTS in THE ART 
OF GOOD PRINTING 
HIGH-CLASS 
CATALQGUE, COLOUR | 
& COMMERCIAL WORK: 








| Overtime 





is redu 
smoothed out. | 

The goodwill effect of accurate and 
clear statements rendered most punctu- 
ally to 33,000 customers is no incon- 
siderable item. Collections have 
responded and business is on the 
increase. 

In short, the firm now knows with 
a minimum of effort how every phase 
of its business is going in good time to 
control the direction of it. The calibre 
of the personnel is weighed up by 
scientific measure. The state of the 
firm's finances is determined each 
month with proved accuracy. ‘‘Hunch”’ 
is replaced by ‘‘punch’’. 





e D —— 
ALL READY FOR 
THE NEW START 
(Continued from page 28) 


The Sorter Graf is an ingenious device 


which enormously speeds up and simplifies | 


the sorting of correspondence, invoices, or 
any kinds of documents. It also gives 
immediate availability of any kind of the 


material passing through it on the way to | 


file, posting or other destination. Nation- 


ally known firms all over the country use. 


this clever device. 
page 2. 


it is illustrated on 


What can we say that you do not 
already know about Royal Typewriters ? 
You might look, thougl 
portable model on page 24. 

o AR 

The modern business 
gresses on current facis. These must be 
accurate and instantly available. 












Pang 


though, at their latest | 


lives and pro- | 


The | 


















ANOTHER CATALOGUE in sore distress, on account. : 
of poorly printed illustrations. Not the printer's ; 
fault. But somebody had blundered. Probably, 
because the catalogue ran into some hundred 
pages, with three-colour half-tones predomina-_ 
ting and large size black-and-white tone illustra- ee 
tions on the balance of the pages, some responsi- 
ble executive had mooted the idea of trying out _ 
cheap engraving. A typical instance of the folly 
of mot hiring the most efficient craftsmen for the 
job. 4] Get to know Nickelotd, leaders am 
the master-craftsmen of process-en 
Nickeloid representatives are at the serv 
plate-buyers in most areas of Great Briti 
ireland. @ The Nickeloid Electrotype € 
Printer Street, London, E.C.4, 


WRITE FOR FOLDER, “ARCHI 













CREATIVE PHOTOGRAPHERS & 


average business man's difficulty is not so Ii E). 


much to ensure 
facts, bat to 


use. Shannon, Ltd., on page 37, offer a 


500 page book, free to executives, explain- | 


ing how this can be done. 


2 | 
It is realized to-day that a firm’s letter 
paper is its advance salesman, that it | 


carries the “atmosphere” of the House 
into the hands of prospective buyers. 
Enclosed 
Harelaw Bond paper 
Co., Lad. H you are 
to send you 
grades, 


interested, they offer 
sample sheets of various other 


Rapid and efficient internal communica- 


tion is of vital importance b every busi- 
ness. Siemens Bros. have spent years of 
research developing telephony. To-day 


their Neophone system of internal com- || 


munication is one of the things which 
every executive should know about. 
instrument is Ilustrated on page 27, but 
full details for an equipment in your own 
office will readily be sent to you. 












the accuracy alone of his | 
combine this feature with | | 
their lightning availability for practical | 


in this issue is a sample of | 
from J. Galloway & | 


The | sks are 
made in 400 sizes and several styles, You 
fan be certain that your products will arriv 









| if good condition if you pack th 













Strong, light, elastic, GUELPH Casks are 
UPH Casks. Ask fora quotatio 


UELPH PATENT CASI 
rry Road, Millwall, Lo 
> Telephones East 0279 
uichester, and Scotstown, Qi 












: utes as to time Jiffer- 
t that no attention what- 
eep accurate synchron- 
ut the organization. As 
nt 2 on page 29, current costs 
shilling or so per year per clock. 


oe An editorial article on page 30 outlines 
the points to’ watch when considering the 
building of a new factory or extension. 
Various areas all have their advantages 
and peculiarities; but one of the best 
=> known sites for factories is at Welwyn. 
` The announcement on page 31 gives you 
the address from which to obtain further 
o Pio 

There i isa permanent exhibition of every 
es of accounting machine at Unex Ltd., 
_ where users can exchange their existing 
machines, buy or hire new or recon- 
__ ditioned machines or arrange for any kind 
vane OE: repairs. This is a most useful specialized 
service in connection with that fast 
developing factor of modern management: 
mechanized accountancy. The Unex 
: _ announcement is on page 4. 

oe new type of visible recording—at a 
ew and very attractive price—has been 
ntroduced under the Seldex name. This 
atest development, and Seldex other 
‘ding systems, are well worth your 

company will be glad to 
iculars and/or to examine 
recording problems. See 
sement on page 4. 


































ng capacity are shown by 
Cycle Co., on page 31. The 
yhich a youngster can cycle 





machine i is supplied by the M 
on of L. C. Smith and Corona Type- 
rs Tta.. “See page 4r 


<6.. The separate loud-speaker on the wall 


executive can cut out loud-spoken replies 
~ — and hear them, in confidence, through a 
ae wer earphone, 

f © 


Fen Some. method of quickly taking down | 

— adequate notes is a godsend to many 

executives, Speedwriting provides such a 

method—without the drudgery of having 

_. to learn orthodox shorthand. An interest- 

- — ing booklet on the subject is offered by 
i epee Ltd., on page 42. 

An illustration of one of the latest 
Ellame’ duplicators appears on page 29. 
These ‘machines range from 45s. to 85 
guineas; within these limits a really frst- 
class model can be found to meet the needs 

vey Apes, 





vast rea in the “dual: | @ 


r: form. by Drydens Ltd., | D 
se. — sales or: L 


‘cles with three times the | 


ad up arin 4 gradient may | 
ae in the drawing; but | 


natic, is one of to-day’s real | 
: his excellent | 
hant | 


* "Something. unique Sn the way of loud- | 
: speaker telephones i is offered by the famous | 
firm of Ericsson Telephones Ltd. on page | 


is worth noting, though, if necessary, the | 


All calculations required in 
modern business can be done 
by Marchant Machines with a 
saving of 25% to 40% in time 
and cost. 





And results are automatically 


accurate because all the 


operator’s attention can be 


given to feeding the correct 


figures into the machine. 


a rator fatigue is a thing 
the past. 


— costs, percentages, 
pro-ratings—Marchant does 
them all, and more. Send 
for articulars to-day. 





100% ELECTRIC 


Cranford House, Cranford Court 
Manchester, 4 l 


— — Insist on installir 
‘Arlac’ Rotary Duplic 





L. C. SMITH & CORONA TYPE WRITER 5 
MARCHANT DIVISION 
MELBOURNE HOUSE, 










OR > H A NI , 







Aldwych, London, W.C.2_ ae 






The latest and most up-i to-date Mod _ : 
no 
= “Arlac Fourteen” 
Retail Price {i5 = - — 
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SOUND BUSINESS 
BEGETS 
BIG BUSINESS 


That is why two large manufac- 
turing firms directly employing 
approximately 22,000 have 
arranged schemes for their 
employees with 


The Ideal 


Benefit Society 


These schemes provide for 


SICKNESS 
OLD AGE 
DEATH 


In addition, favourable terms 
are arranged for House Pur- 
chase. 











An unique system of Mortgage 
Assurance (House Purchase 
combined with Life Assurance) 
enables the member’s widow to 
receive the property free of all 
encumbrance in the event of 
the untimely demise of the 
Mortgagor. This is arranged 
with 


The Ideal Life Assurance 
Company Limited 


which also conducts all classes 
of Life Assurance. 


The member’s property and all 
other fire and general insurance 
(except motor insurance) can 
be cevered at competitive rates 


by 
The Ideal Fire & General 


Insurance Co., Limited 


Thus, at one address and under 

one roof, are all the normal 

contingencies of life provided 

for. 

Why not drop a postcard enquiry to 

The Gen&al Secretary 
_PITMASTON 


BIRMINGHAM 13 


| 


j 








— —— —— — can be used. Drydens will readily send 


prices—and suggested ideas, too, if these 
are needed. 


e 

Millions of bicycles are used by works 
employees all over the country. Construc- 
tors Ltd. is a firm which specializes in 
“bicycle parks’’, a scientifically planned 
system of economically and securel 
storing your workers’ cycles. Look well 
at the illustration on page 5. Doesn't 
that solve the space problem? 


A first-class fountain-pen of real ‘‘execu- 
tive” quality for 12s. 6d. is a bargain not 
to be passed over. Moreover, the name 
behind it is sufficiently famous to be 
accepted as a guarantee. We refer to the 
“Jewel’’. A typical model is illustrated 
on page 24. 

e J5 

There are a hundred and one pieces of 
small equipment needed from year to year 
in every office. A list here would fill this 

age. A few of such handy appliances, 
owever, are illustrated inside the front 
cover of this issue, at prices which are 
rigit. Taylor’s Typewriter Market is well 
known as a keen price house. Also they 
have always a ‘‘special’’ on offer. They 
are worth keeping in touch with for this 
feature alone. 





Can You Reduce Your 


FIRE PREMIUMS? 


he small trader must have ade- 
quate fire insurance cover. 

True, the premiums may appear 
fairly heavy to those who do not under- 
stand some of the ‘“‘wrinkles’’ of the 
business, but there are many quite 
common-sense precautions which can be 
taken to reduce the risks of the insuring 
companies, who will then be willing to 
reduce the amount of the premiums. 

Fires are caused by circumstances 
which are well understood by the 
inspector visiting any premises; it is his 
business to note these circumstances 
and to make his report. The assessment 
is then based on this report. 

Many apparently trivial things have 
an influence on this report either way. 
It is therefore up to the business man 
to create all the circumstances he pos- 
sibly can which will operate in his 
favour. 

Have fire extinguishers, and have 
them visible and instantly to hand. 
Most insurance companies will give a 
reduction in premium right away. 

If you keep oil, paint, etc., do not 
keep it in a wooden building. That will 
be another heavy black mark against 
you. 

Post notices prohibiting smoking 
in your stores and other places where 
carelessness would be dangesous, and 
see that your staff observe the injunct 
tion. 

Any trader can take these precau- 
tions; they do not involve any great 
fost. The insurance inspector will note 
them all on his report in your favour, 
and your fire premiums will be consider- 
ably reduced. 

Moreover, you will inspire the confi- 
dence of the insurance companies. This 
is always an asset on the goodwill side 
of the business. 


Secret code-dating 
is essential for all 
perishable goods 


The BEAM 


CODE-DATING MACHINE 


—the simplest, most effective 
and most economical method 


enables producers and packers to 
determine with complete accuracy the 
day, month and year when any given 
package was packed, labelled and 
dispatched. No disfigurement of label 
is made, markings being inconspicuous 
except to those who know the “‘Beam” 
method. n 


Labels do not adhere— 
WHEN 
















The '‘Beam” code dates WRAPPERS, 
LABELS, CARTONS and COUPONS 
for LESS THAN ONE-TENTH the 
COST OF ANY OTHER PROCESS. 
It is adaptable to ANY MATERIAL 
and can be OPERATED BY A 


CHILD. The 
Output 70,000 


“Beam” is in use 
dca ee oe labels in one hour 
tories. Let us | Inconspicuous-Clear-Definite 
send you fullest | NO ADHESION OF 
detailsand sample THE LABELS 
labels. 
C. C. GIBSON | 
Phone $ Fulmer 31 
LINOLEUM 
RUBBER ° 
JOINTLESS COMPOSITION 
CORK PARQUET 
For SHOPS, OFFICES 
SHOWROOMS 
GACTORIES 
PLAIN OR ELABORATED 
Quality samples and quotations will follow 
your enquiry 
Modern Floorings Company 
306 Brixton Hill, S.W.2 
Phone: Tulsehill 3523 










St. Hubert’s Works, Gerrards Cross, Bucks 
WAREHOUSES © 





ee eee 
THE NATURAL SHORTHAND 


Only letters of alphabet used. 
Proficiency in a few hours without 
drudgery. LEGIBLE AS LONGHAND. 


Use it for notes of interviews, instruc 
tions, etc. Home Study Courses. 
BOOKLET FREE WITHOUT OBLIGATION, 


SPEEDWRITING, LTD., 
102 Cecil*Chambers, 76-86 Strand, London, W.8.2 


: Temple Bar 7186 


NO TICNS TO LEARN 





: ARE 












FOUR MODELS FROM— 





ROM OCTOBER Ist, 1934 


= U S l N ESS 
EFFICIENCY 
EXHIBITION 


“FREE TRADE HALL 
MANCHESTER 








. OCTOBER ‘Ist to 6th, 1934 












n STAN D 64 


— | tively new “‘I6 } 


: rinting Machines 


EFFICIENT & ECONOMICAL 
IN ANY OFFICE OR FACTORY | 


: REPEAT < ORDERS RECEIVED FROM SOME 
OFTHE LARGEST FIRMS IN EVERY TRADE 


Ca 10: 0 to £85:0:0 


Y BRITISH 


: L | K ingdom imported 
Offic ce quipment in 1933 to the 


DEN LTD. 


— W.C.2, 































































“TALKIES MAY HI 
~ YOUR SALES 


(Continued from page 36). 


presentation to more or less heterogene- if 
ous collections of people, and if interest |. 
in subsequent demonstrations is to bef - 
maintained, special care must be exer- 
cised to ensure that the subject matter 
has the maximum general appeal. Some 
of the most successful publicity films do 
not reveal their advertising object until 
the end is almost reached, and then the 
suggestion is delicately conveyed in 
such a way that the audience does not | 
feel that the main object has been | 
advertisement, but rather that what 
they have seen and heard has been | 
designed to entertain them; interesting 
things associated with the commodity 
lead up to a complete impression of — we 
pleasure and a final realization that the | 
enjoyment has been provided by some- Bla pas aie : 
one seeking their goodwill and intergst. 4 
Where time and opportunity exist, pub- | ™ one blade. 
licity films are naturally sandwiched. 
between purely entertainment films. | 
Films intended to interest busy indi} 
viduals can, if necessary, be models of | 
brevity and strictly technical, and films 
of the lighter variety can be held in | 
reserve by the demonstrator in case the. 
observer's interest in the method of 
presentation is such as to suggest a | 
profitable prolongation of the demon- 
stration, | 


Room For Films in 
Most Sales Drives | 

The advantage of the portable sound | . 
film is that it speaks for itself, and no | cigarett 
expert is needed to explain the technical | Cat, 
or less obvious details; the film can tell | and jom 
its own story. 

The businesses in connection with 
which publicity films can be prepared 
for direct appeal to prospective custom- 
ers are, of course, extremely varied in 
character and also as regards likelihood | 
of favourable response to film stimulus. 
Firms specializing in large plant and 
apparatus, for example, have to deal | 
usually with individuals or small groups 
of individuals, and it is where films can 
portray special machines in operation, 
plant in process of manufacture, or non- 
portable samples for the inspection of 
distant clients, that such films particu- 
larly suggest themselves as useful addi- 
tions to sales resource. 

Many large firms already have collec- 
tions of excellent silent films of this 
nature, and they will no doubt consider 
continuing their film records in the 
future with the modern addition of 
sound. In this connection, it should | 
be remembered that, in most cases, 
they can continue to take their pictures 
with their existing cameras, and the 
new films, or their former films, can 
have speech, music, noises, etc., post- 
recorded upon them. 

Articles, materials, or services for 7 
general or domestic applications can be | HO 
introduced, described and — nee | 
to hundreds of peopl sit ‘ 
many. diverse gi 
themselves for i 
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The teal pencil, “A mechanical” 
masterpiece. Nickel silver or: 
rolled gokt 

* 
Decisions. for ChriStmag novelties — 
should be made immedjately. 
Send for samples and suggestions - 


without. Seip. 
































NO 
MORE 
= = DISPUTES 
ON PAY DAY 


-) USINESS houses are eliminating un- 
3 pleasant wage tes by employing 
“DLANCASTER’S NEW PAY 
‘ALLE TS—the really efficient pay 
nuelofe. Employees can check their 
soney-—even handle their notes, without 
xtraction and without tearing the wallet. 
Ñ case of a mis-count, wages can be easily 
hecked without opening, the sealing being 
absolutely secure and permitting of wages 
being onde. up and sent any distance with- 
ut or 
LANCASTER pay wallets are with 
speedier than the ordinary trans- 
nh ‘envelope because notes need not 
olded. | 
| ‘Free. sample Wallets 
and Prices on request. 


TER BROS. & CO. 
Bag and Envelope Specialists 

Shadwell Street 
Birmingham 4 








































Your problem of cutting 
office costs can be solved? 
' by Philip Samuel, Con- 


we Methods. 
INVESTIGATES AND ADVISES 


AUEL Write Jor particulars 


OLBORN, 








sultant for Better Office | 


LONDON, W.C 


— that — are — alia mere 3 


shoes-—those with jewelled heels for 
instance, are much. more aristocratic | 


than others—a retailer has opened a | 


new salon in his shop planned to deal 
with the more exclusive styles of foot- | 
wear only. 

In this specialized section he has 
segregated a collection of his finest | 
stock. It is supervised by highly- 


trained assistants, who, chosen from the | 


rest of the staff, received a preliminary 
course of training in every phase of the 
production of boots and shoes, as well 


as lectures on the human foot and its | 
maladies, and methods of curing and | 


preventing them. They are qualified 
to talk authoritatively to customers on 
every subject connected with boots and 
sifoes and feet, 


shop. 


for their own use, 


CBFVaASS 





in, and familiarity with, the line. 





BE PREPARED 


for the autumn rush by getting a new | 


Till sew. 


évery transaction. See that you get a 


“Gledhill”, of which there are over 100,006 


in daily use. Send 
for catalogue with 


detaiis of over 30 G. HGLEDHI ieee 


models for your so TRINTEY WÓLKS HALIFAX 
choice, E British 
EEE 














“USE THIS 
COUPON 


te: O CHORES E UEKI A OI UE A E F 





PrN ne AE RAC Me IE BC eH te te EE Be. 
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“Robin” Looseleaf Books would. sav 


and their advice is no | 
small attraction to people who enter the | 


Good trade can be made even | 
more profitable by using a Till which pre- | 
vents leakage and deals efficiently with | 


a Ae rvs brad Bh Poh fe 


If you desire info 


rr te Ep ral tA MMA ATTA 


i Wane O aata EO RUM UE NIN e n i RE A iN O I IOS: A. Se 


To BUSINESS Service Department, 6 Carmelite Street, E.C.4 


Please send, without obligation, more information in connection with advertisement 
lor advertisements) in the SEPT., 1934, issue of BUSINESS numbered below. 


H 
= 


Niemders (see index page 5) Ce eos i A E ee te ee ee ed EERO REED EER PEM ETTET EET KE i <3 


Firm RRR EEEE EEEL ER RHE EH Rt OR ETETETT ESETET EEEIEE DR EO RYN MRE EEE EEEE EEE EEE E a EELEE ER REE EE REE ERE ARAB 


EL RAE REN EE OREN UR PERE ERENT EEE RE BERET RO EEEE EEE 


Easy, 
| Economical 
Record- Keeping 


The “Robin” Looseleaf Book indexing 2 
system ensures that information is found 
with two or three flicks of the finger 

“Dead” leaves can be removed an n 
fresh ones inserted in a few seconds. 

Inexpensive to install and maintai 






























you time and money. May we send pi 


one on approval ? 
One “ROBIN” Looseleaf Book with — 
index and 200 leaves ruled stock record, 
igint, cash or double ledger, sento ono ž žćžć = 
seven days’ approval for 9/6 post tree i 











| illustvated catalogue of Looseleaf B 
land Office Equipment sent pos 
manufacturer of a product used in | 
houses and seid through retailers | 
has a special section of the sales depart- | 
ment whose duty it is to sell to retailers | 
This has three | 
results; it adds a considerable market | 
(there are between 5,000 and 6,000 | 
retailers on his books): the salesmman’'s | 
familiarized the dealer with the | 
selling points of the product; it gives | 
the dealer a special goodwill interest | || 
He | 
| can sell better the goods which he him- | 
self understands and uses. 


request. 


J.W. Ruddock 8 
LINCOLN 









for all trades’. Trade Enquiries Solkited, 


B. MARSHALL Fretogranhie 


m Printers — 


NOTTINGHAM 


LONDON OFFICE: EXCEL HOUSE || 
WHITCOMB ST.—Phone: Whitehall 2606 
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SHOULD GENERAL MANAGERS 


LICK STAMPS? ; 


CLOGGING ROUTINE WORK 
THAT WASTES THE TIME 


OF BUSY MEN - 


By THOMAS DIXON 


upposing when you called upon the 
S general manager of an important 

firm you found him licking stamps 
and placing them on envelopes, would 
you think the firm's affairs were well- 
managed? Or would you conclude at 
once that a new general manager was 
urgently needed ? 

Perhaps the question looks foolish. 
But it is not so foolish as it looks. 

Any office boy can lick stamps. To 
employ a high-priced executive to do 
such work would surely be to plumb 
the depths of time and money wasting. 

An executive has, or should have, 
just two real jobs. The first is to think 
and plan developments, for sound 
executive thinking is essential to busi- 
ness progress. The second is to super- 
vise the operation of his plans by his 
subordinates. Succeseful operation de- 
pends upon good supervision. 

When an executive has to undertake 
routine and detail work there is some- 
thing wrong. A high-priced man is 
wasting His time on low-priced work. 
He is simply “licking stamps’’. 

An hour a day wasted by an execu- 
tive earning {2,000 a year represents a 
5% dividend pn £5,090 of capital. Yet 
thousands of executives spend much 
more than an hour daily on work that 
could be done by a secretary at /3 a 
week. 

To give executives time to think is 
an essential part of sound business man- 
agement. It means that they must be 
put in a position to delegate routine and 
detail work to their subordinates. 

“Can I properly delegate this job to 
somebody else?” is a question that 
should always be in the mind of every 
executive. It isn’t shirking: it’s just 
plain business common-sense. The 
executive has no business to be doing 
a job that a cheaper man could do. 
If he does it, it reduces the time which 
he gives to his proper work of thinking 
and planning. 

Try the,experiment of keeping just 
for one day an accurate chart of the 
jobs you do and the time you spend on 
each. Never mind how trivial they may 
seqn. At the end of the day ybu will 
be asking yourself respecting item after 
item: “Why didn’t I tell Miss Smith to 
do that? She could have dong it per- 
fectly well.” 


There's the rub. No doubt Miss 
Smith could have done it if she had 
the time. 

But Miss Smith’s job keeps her busy. 
Perhaps you give her a couple of hours’ 
dictation of letters. It will take her 
four hours to transcribe them—six 
hours gone out of the day. What 
chance has Miss Smith, with her filing 
and other work to do, to take routine 
jobs off your shoulders? The answer 
to this question is found in the dicta- 
ting machine and in the dictating 
machine only. 

Dictate everything to The Dicta- 
phone. Dictat® to the machine your 
letters, memoranda, instructions, ideas, 
your business thoughts. Don’t wait for 
Miss Smith; don't disturb her from: her 
work. Tell her through The Dicta- 
phone. 

Don't fetch Brown from his office to 
give him verbal instructions, some of 
which are sure to be forgotten. Tell 
him through The Dictaphone, and he 
will get everything in clear, typed form 
which cannot be misunderstood. 

Don't trust to your memory to recall 
the detai of telephone messages or 
interviews.e Dictate them all to The 
Dictaphone, immediately, while they 
are fresh in your memory. 


Everything worth doing is worth re-¢ 


cording, and the quicker you tell it to 
The Dictaphone the less chance there 
will be of its being forgotten or neg’ 
lected. 

Note what follows. 

You get through your work so much 
— that you save at least an hour a 

ay. 






Miss Smith not only saves all the 
time spent in taking down letters in 
shorthand, but actually types faster 
from The Dictaphone. She saves at 
least two hours a day, probably more. 
Consequently, she is free to take over 
more of the detail and routine work 
that burdens you. She thus gives you 
more time fom thinking and planning. 

Don’t be a stamp licker! Dictate to 
The Dictaphone. It's just as easy as 
licking stamps and a lot more profit- 
able. 

Write to-day for ‘‘Progress'’, and see 
how The Dictaphone will help - you. 
Copy will be sent you free on request. 


THE DICTAPHONE CO. LTD, 
(Thomas Dixon - Managing Director) 


KINGSWAY HOUSE, KINGSWAY, W.C.2 
And at Manchester, Birmingham, Glasgow, Liverpool, 











Bristol, Leeds, Newcastle-on-T§ne . nd Dublin 
- 
POST THIS COUPON, NOW 


THE DICTAPHONE Co., Ltd. 
Kingsway House, Kingsway, London,W.C.2 


Please send new book, “Progress”, free 


ADDRESS...... oe 







October iebeh. 









into every piece of advertising materia! 
hat Crichton Studios prepare for their 
¢Hents, goes a wealth of extra thought. 
Sound selling thought that ly bred of ex- 
perience in promoting the sales of a variety 


sec! over | One Machine does the work of Two — 


Businsss Men ! 





of products and services. LEAFLET or Continuous Form Billing in addition to regular ping : 

When you come to Crichten for ideas, FOLGER ——— 

Drawings, or Copy for advertisements, chat will tiekie the | Your typewriter actually does the work of two machines 
ES folders or catalogues, your requirements reader's palate and make when used with ‘Fanfoid’? Continuous Form Adapter, becasso coocoo ee oeo 
EASES ees receive the sare fundamental analysis and hen really want your the many time and money-saving methods of the Continuous: q ooo oog 
BR ee consideration as a national advertising product. Suggestion Form Billing Machine are added to all the advantages of 00 0008 

_tampaign. in cioar fer either regular typing. 

Alive, keen, confidentthe Crichton Group folder or leaflet including “Fanfold” Continuous Forms typed over our Attachment effects 

of Trained and Qualified Advertising men is ideas for title headings savings in Billing time, and costs, ranging from 17% to 78% 

ready to create and illustrate your adver. f 303 gereral £7») + Q | without affecting the operation of the typewriter for regular 


correspondence amid other purposes. 

“Panfold” Adapter places no strain whatever upon the ty OEE ee dte 
writer carriage, because of the very simplicity of construction se gi 

and operation there is nothing to get out of order. — 


sing material in a telling and selling way. jay out 


WRITE to-day for the Crichton 
Tariff—it’s full of appetising recipes 
for building business. | 

















FRAME AAA M 


NORTH CIRCULAR ROAD, LONDON, N.W2 _ 
Telephone : GLAdstone 5477 {3 lines} ats 


Ao 


ARE THE ESSENTIAL FACTS 
OF YOUR BUSINESS READILY 
ACCESSIBLE ? 

“SELDEX” WILL PRODUCE 
THESE FACTS QUICKLY, 
SURELY & ACCURATELY 
“SELDEX® WILL 


CUT YOUR COSTS, 


















REDUCE YOUR 
STOCKS, INCREASE 
YOUR SALES AND 
SPEED UP YOUR 
COLLECTION OF 
ACCOUNTS 


| Sorter Graf is a device which solves -o 
THERE I5 A “SELDEX” the problem of fast and accurate E 
EQUIPMENT FOR 
EVERY NEED 
| 
} 
i 
| 


sorting of all office papers, letters, = ey 
sales’ documents, invoices, delivery oa 
notes, requisitions, etc., by employing | 


BEFORE INSTALLING VISIBLE RECORD- the principle of FEWER HANDLINGS 


| ING EQUIPMENT INVESTIGATE FULLY 
| THE ADVANTAGES OF “SELDEX” 
o THEY ARE MANY 


 “SELDEX” covers every known method of visible record- 
- ing™ind has earned for itself a lasting reputation for its 
l service to the cause of scientific business management 


SORTER BOOTS PURE DRUG CO, LTD., CARRERAS LTD., - 
GRAF HARRODS LTD., W. R. JACOBS & CO. (Liverpool) 
USERS LTO., ROWNTREE & CO. LTO, SELFRIDGE ACO, 
INCLUDE Oe JOSEPH TERRY & CO, LTD, ETC, ETC. 


















i 
J SORTER GRAF 
— and control. car be applied to 
Lc ME {1 your own bush 
Rest ness. May our 
— representative 
VISIBLE PROLE enii Jaw ithout 
baßn LINE obligation, of 

RELORBING course Í 


“RECGRINNG 





MADE IN ENGLAND 


| @ Send Articutars of your recording requirements to: 


: WINIE CARD SELECTING Co. Ltd. -ALDWYCH 
- SSELDEX” Works, Hazelwell Lane M eas || 
Scirenlsy BIRMINGHAM LONDON | 


THE 
SORTER 
GRAF Ce. 


ssc er ah POENI NA ISRAK EERS A E SAR SE ae eae 


Kings Norton Ii <4 
BRANCH; a i Holborn, ECI Tales Holborn mas P 
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icH AT VARIOUS TIMES HAVE BEEN INCORPORATED : 
JOURNAL OF COMMERCE.” “MODERN BUSINESS” 
“BUSINESS ORGANISATION AND MANAGEMENT.” 


v AW Our Main Competitor DOUBLED Our Trade - - - ~ From Č. a 
o i ley, Fi nance Director : : R. A. Lister & Co. Lid. l 
aS Sales and Production MUST Pull Together — - ~ > - by E S, BYNG — 
Vice-Chairman : Standard Telephones and Cables, eos 


Other Men's IDEAS on This and That - - “ ~ Plans from 6 Executives 
These Charts tell the REAL Story of Your Business ey A. 7 FARRER F ILA. 
The Broader View - ~ ~ . - - E 

Four POINTERS for Autumn Business 

50,000 New Accounts for This Firm - 


Our Policy: See EVERY Traveller - 


dver tising These IDEAS are Sales-Builders 
A New Angle on RADIO Sales 


TRANSPORT Services Which Cut Your Costs 

What to do About FLOORS - «= a 
LIGHTING as a Profit-Earner - «= «œ 

Why a CANTEEN is Sound Business W 
Getting the Best Out of Mass Production Workers - — 
National Inst 
The Calculating Machine Aids ACCURACY - From ALL 
Dictating Machines Save £1,300 a Year -~ By Fi 


5 P lished by Shaw Publishing Co., Ltda 6, Carmelite St., London, EU Toe Ce 
— ratos tew15/- a year post fres, United Kingdom and Continent; 20/- a year post fres, Overseas. yure 
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VE Vs 
SHIRT 5 mH Å 
T striped designs — 


or plain shades 


1 — 6 ace i 7] ji 


E :  (instuðtigtwoontian | 


OFT COÍLARS E PYJAMAS ~~ a 


Sold by leading n me N REED shops and STORES, nd 


Ask for and see you get * —— ie "There ie nothing j 

Weany difficulty in cbtainin pete A side Lid. 

16, St. Martin’s -le — i 1 
of nearest: retail 





CARBON COPIES WITHOUT 
INTERLEAVING CARBON PAPER 


Consider for a moment how much time is lost through 
the apparently trivial operation of handling carbon paper, 
in manifold books or multiple sets of forms. 

It matters not if your routine forms are 
EGRY hand or typewritten, for one or other of 
— these inexpensive devices accommodat- 
MANIFOLDING REGISTER ing Continuous Stationery will eliminate 
all unproductive labour and waste operations, thus speeding up the production of such 
forms by the automatic feeding of carbon sheets between the forms to be prepared, 





















WE ARE EXHIBITING AT THE 
BUSINESS EFFICIENCY EXHIBITION, MANCHESTER 
OCT. Ist to 6th Stand No. 62 





Whether you are a Manufacturing, Wholesale or Retail House, a Municipal, or 
other Public Authority, we are able to sho you a very definite saving in time and 
money, together with the finest known protection of profits, through the control 
exercised by a copy of each transaction secured under lock and key in the machine. 

- The Speed-Feed Typewriter Attachment SPEED-FEED TYPEWRITER 


will enable you to convert your existing type- ATTACHMENT 


writer into a Billing machine. 
Egry equipment is adaptable to your “needs, there is no necessity to alter your 


existing System. 
EGRY LITD. 


WARPLE WAY, ACTON, LONDON, W.3 
TELEPHONES : SHEPHERDS BUSH 3377 (3 lines). TELEGRAMS: EGRYCOMPAK, EALUX, LONDON 


GET YOUR 


“PLUS” 


RAPID ADDING MACHINE 


FROM U S 





» 
Expert operators have found this little machine 
to be equal in performance te the much more 
expensive and bulky machines of Foreign 
Manufacture. 


Prove it by “free of obligation” trial. 





“ TOTAL-LY ” 
BRITISH 


*THE MACHINE and only 
YOU HAVE BEEN 20 
WAITLNG FOR GUINEAS 





GILBERT WOOD 


(ARITHMETICAL MACHINES). LTD. 
75b QUEEN VICTORIA ST., E.C.4 


Phone: CENT 2570-5973 . 


4 ALBERT SQ., MANCHESTER 2° 


Phone: BLACKFRIARS 5536 







With over 25 years experience in “arithmetical” 
machines, we commend, with pleasure and confi- 
dence, this Wonderful little machine to all who 
have figures to add up. It’s so simple. 


H ADVERTISEMENT PAGES 


Carriest” “On A Pay cle goa. 


a REGISTERS _ 
ii an aes Adding Machine 
üs Gledhill, G H. è Sons Lid. 43 
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A Model Factory `. 


Messrs. Hoover Ltd. have one of the most modern 
factories in Great Britain and the illustration on the 
left shows the Cycle Park which provides accom- 
modation for 60 cycles. This cycle park is of 
patented ali-steel construction and was supplied 
by Constructors Ltd, 


Over 20 different types of Constructors’ Cycle Parks MC 
are available and full particulars, together wih- 
illustrations of the range 


(FA Carien Parait Lad, pi 
{7B} Intalible Card Selecting © Co 


at & Oa. Lid. ow. 46 
insets 


of models, are contained — 
in. their attractive 12 pp. catalogue. 
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STAN DARD MOVED 
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ONE SIR / 







Typewriters 
in the 
world 

bear the 





No margin of error 


is possible with the wonderful ERICSSON LOUDSPEAKING 

INTER-COMMUNICATION TELEPHONE SYSTEM 

installed. 

You speak to your man and he answers—as clear as a bell—as 

though in your presence..... no more misunderstandings, no 

more wrong decisions. 

You need only speak near the handsome master-station micro- 

phone, naturally, without raising your voice—and speak to one 
i executive or fifteen. 

Here are the outstanding advantages :— 


throu instan to an Hald a conference without a 
R, dep ga * 2. swale executive out of his 


without calling a switchboard, department. 

holding an or speakin 

into a mouthpiece. 4. Uf necessary the Loud Speaker 
D— * can be switched off so 

3. aaa s aca bande oe only yourself need hear replies. 

oo err Cher 6, FULL SRORRCY. 


Can you afford 
to be without 
these unique 
conventences 
and advantages? 
Why not get in 
touch with us? 
Ask for full 
particulars of 
our moderate 
RENTA 
MAINTENANCE 
or make an ap- 
pointment for a 
free demonstra- 





tion AT YOUR P 
ADDRESS. N 
MASTER STATION * SASS ee inen i 
pth big ee eS 
ERICSSON TELEPHONES LTD. Telephone : Tanong 
67-73, KINGSWAY, LONDON, W.C.2 HOLborn 3271-2-3 A {lt im lode 


4 ad 


PORTABLE MODEST 


MUNICATION TELEPHONES ROYAL TYPEWRITERS : 75, 75a, Queen Victgpia Street, London, £.0.4. Phone : Royal 7600 (10 lines) 
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T” e „güd — brought benefits to 
J many parts of the country, but 
its coming made manufacturers of 
certain types of electrical equipment 
very anxious. For many years there 
had been profitable and useful busi- 
ess in instaMing eleetric lighting plant 
1 country houses, estates, farms, 
ee small industrial works, and so on, 
but it now appeared that the market 
_ for the individual lighting plant was 
gravely. threatened if not doomed. 
-The intensive advertising and wide 
publicity. which the grid has rightly 
- obtained, made every country dweller 
acutely “‘electricity conscious’’: he 
thought that here was the final beni- 
gon to country life—the possibility of 
obtaining labour-saving devices and 
` those comforts which are associated 
chiefly with town life. 
Consequently, he pinned much faith 
in the new system, and was perhaps a 
ttle surprised and injured when the 
W systëm v was not infallible. A 


















sosaibility. ande more- 
was real difficulty in 
ity brought to out- 
The cheappess of 





MANAGEMENT @ CONTROL @ POLI 


~ From an Interview with 


LISTER 
R. A. Lister & Co., Ltd., Dursley 





grid-brought electricity 
made the farmers, the 
country-cottage own- 
ers, the owners of 
small country proper- 
ties expect that they 
would be served. The 
advertising and pub- 
icity accustomed them 
to the thought of elec- 
trical installations in 
the near future, but 
the slowness of devel- 
opment of the new 
system, and its falli- 
bility made them won- 
der whether or not it 
was wise to rely on 
it. 

Here, then, was the 
opportunity for this 
rm to swengthen its 
position, instead of 


National Grid? 
A’ less 


allowing it to be severely shaken the god ddverising i — oui 
ev vast Í xtension of business 


by the grid. 
Listers had specialized in making cc 
small electrical installations for q . 
number of — — had, of course, in 
ec fo fats bur W 





































electric lighting: sets for stall USERS. 
“cheap electricity for 
imaginative manufacturer i 


heard his death knell. — Listers me m 





aN We much people 
it, for it was believed 






vibe asan aeni electricity plant 
in the country, a user will pay any 
reasonable sum for it. Accordingly, 
the. Lister factory mae the product 
s efficient as possible, of the best 
materials, and fixed the price accord- 
g to these costs. 













How 4 Advantage was Taken of 
Grid Publicity 


was ne that there was 
r the heavy expense of a 
rtising campaign to foster 
eral need for electricity in out- 
_ The publicity which had 
apanied the launching of the grid 
n had made the country dwellers 
tricity conscious’, so that all the 
i, do was to announce the 
Its selling points were 
was light, small, inexpen- 
iad the additional advan- 
are battery in case of 






















m the outset it was found that 
new sets were bought extensively 
only by those people who were not 
ed by the grid, but also by grid 
lid not want to be in danger 
udden failure of the system. 
2 company’s distribution organ- 
ion was, of course, already work- 
Every electrical contractor in the 
ntry is a Lister agent. There are 
e 7,000 of them. These agents 
d to the services incidental to 
i installation, and to the smaller 
atters of upkeep. Other matters 
re attended to by the firm’s advis- 
y engineers, of whom more will be 
id in a moment. 
A lagge demand was anticipated for 
ese new plants, but it was not possi- 
to forecast ié accurately, so no 
sudden additions were made to the 
works. Af the begining the plant was 
adequate for the demand made on it; 
the directors preferred to keep a full 
oad ons their presefit plant, rather 
hana partial load on an increased 


































lant Extensions Before Actual 
, Busine ess Warranted 
« however, orders for the 
nstallation came pouring 
nt which ed the 
-madet ensure 









3 - {hem all — h 


Thus, ihereasing "belies and — 
ing plant always marched together; 
there was no wastage: through idle 
machmery or unduly inereased over- 
heads. 

Another factor which the firm had 
to face in the production of the new 
apparatus was that of labour. The 
premises could not accommodate a 
largely increased staff so the manage- 
ment had to speed up production in 
some way by increasing the efficiency 
of its present staff. This was done 
bye introducing an efficiency bonus, 
based on the final output of the 
whole factory. This was. divided 


among every worker, irrespective of 


the kind of labour he was engaged on. 

The net result was a great speeding-up 

of production because every employee 

automatically became a ‘‘chaser’’ of 
every other employee. 


This Bonus System Keyed 
Departmental Efficiency 


One of the firm’s basic policies is 
that every department’ must show 
an individual profit. The efficiency 
bonus, however, gave no indication 
of the relative worth of the various 
departments. Because of this the 
management fixed the minimum out- 
put of every department, and insti- 
tuted another bonus, based on the 
output of every department. In this 
way it was at once shown that any 
department not earning a bonus was 
inefficient in some particular, so that 
an investigation could at once be 
made. This bonus is given to indi- 
vidual workers according to their out- 
put, so the company has, in addition 
to a check on the general efficiency 
of the department, a check on the 
particular efficiency of each employee. 

The employees naturally like this 
bonus system; it gives them a personal 
interest in the progress of the firm. 
The firm's policy in all its dealings 
with its workers is summed up in this 

ruism:—~'"The more we pay our 
workers the more we get ourselves.’ 

The production depaytment df 
Listers is kept in close touch with 
the distributors by means of the 
a advisory engineers, mentioned earlier 
"in this article, who are constantly 
fravelling round the country. These 
‘advisory engineers discuss with the 
firm’s agents any- difficulties Which 
— may have encountered, 












points in the country. 








When | any matter of 
interest arises, the sales d 
always ready at a moment’s n 
to go to any part of the country t 
make a further personal investigation 
Another director of the firm sper 
much of his time abroad seekin, 
new markets, and inspecting sugges 
ted ones, deciding on the produc 
which will probably be most accept 
able in each case. : 
Thus, together with the 4 
which come in regularly fri 
agents, the firm has a highly 
tive barometric measure © 
market. It was the activit 
the advisory engineers, for ins 
which first drew the firm's. 
to the vast new market offered 
public for which the small plan 
designed. 
In essence, this body of s 
constantly travelling engineers 
market research department, 
unlike many market researc 
partments, it works not on the 
of figures compiled by an | 
but on the basis of actual* pe 
observation by men who are 
closest possible touch with cx 
on the production side also 
There would normally be a 
of these men getting out of tor 
actual works conditions, but 
countered by the calling of 
conferences at the works, . 
problems can be further inves 
and the production side „brou 
touch with the sfles side so th 
can better understand the othe 



















































































































Flying Squad of Experts to 
Ensure Service ae 














Lighting plants require occasion: 
servicing and overhauling, and ir 
arranging for this Listers have made 
a tie-up with its agents, These agents 
have, of course, done the initial work 
of installation, so it is considered only 
fair to them that they should have the 
benefit of any replacement work Which ; 
comes. i 

It is, however, necessary to have 
experts at hand to do the work 
and those experts are best provid 
directly by the firm whiche mani 
tures the products they are ce 
to examine. The firm has, th 

tioned forty fully equipped 
cars and men at various st 
These 
oe on page 39} 
































MANAGEMENT - CONTROL - POLICY 


SALES 





They will make 


Research 


Stocks 


Deliveries 


bigger profits by under- 


standing each other's 





ne of the first essentials to the 
smooth functioning of any busi- 
ness is not only the proper 
co-ordination of the major functions but 
also perfect co-operation between the 
various departments responsible for 
exercising those functions. This is so 
elementary and undeniable that it 
would be carried out almost auto- 
matically in every case, were it not for 
the element of departmental pride. 
Now, I am very far from condemning 
a certain amount of departmental 
pride; it is an excellent thing for every 
worker to take pride in his own work 
ami in his own department. Such a 
feeling should be encouraged, but it 
should always be tempered by the real- 
ization that each individual werker is 


essentially a part of the whole concern, 
and that the full value of his efforts 
can only be properly effective when it 
fits in with the operation of the com- 
pany as a whole through perfect 
co-ordination. 

In all my subsequent remarks I am 
assuming that the management is 
exercising fts proper function in foster- 
ing a desire on the part of all the senior 
ofhcials of the company for effective 


co-operation between themselves ande 


their subordinates. Otherwise no com- 
pany can possibly hope to forge ahead 
in the present competitive times. : 

For our purpose in hand at the 
moment I am regarding the production 
department as responsible for the 
design of the product, in addition to 


Production Policies - 


orders 





They must 


pull together 


by E. S. BYNG 


Vice-Chairman and Joint Managing 
Director: Standard Telephones) and 
Cables Ltd. 


the complete manufacturing processes, 
whereas the sales department is respon- 


sible for studying the market, drawing 


up the publicity programme, preparing 
sales forecasts, and guiding the produc- 
tion department in its designs so that 
may be obtained from thé 
factory in adequate volume apd con- 
tinuity. Furthermore, the sales depart- 
ment acts as customers’ representative 
until delivery of the gogds is actually 
effected and it should follow up later 
with some amount of servicfiig. 

There is often a tendency for the 
production department to design and 
manufacture to suit its own leas or to 
suit the factory, rather than to meet 
the requirements of the customer. This 
is putting the cart before the horse. I 
cannot emphasize too strongly that the 
production side must be willing to be 
advised by the sMes department, 
though when I say ‘‘advised by” I do 
not mean “‘over-influenced by”. The 
sales department must not, I am 
afraid it sometimes does, ¢nsist on tell- 
ing the works what to do and attempt 
to make them do it in spite of rotests. 








the S dates so opri responsi- 
two important depart- 






ement, there æ% still one 

nsideration if success is to 

» The two departments 

have a working knowledge of 
other's business. ~ 














ter ‘understanding than he generally 
has of the problems of the sales manager 
and the manner in which he conducts 
= his affairs; and the same applies in a 
reciprocal sense. For“instance, the 
works manager should understand the 
= basic principles of market research, 
methods of distribution, the difficulties 
perienced in dealing with certain 
asses of customers, and the nature of 
he competition met by the sales 
ager. Similarly, the sales manager 
be. icquainted with the method 
ng up cost estimates, and how 
of tools and plant is calcu- 
should also know how over- 
¿penses are recovered through 
ing rates. 
he reason I suggest that the sales 
a ager should have a more intimate 
edge of the overhead expenses is 
hat he may appreciate the import- 
> of standing charges. When the 
manager is more acquainted with 
che realizes also how much 
can be lost in taking orders for 
ials’’, which many factories put 
-a heavy loss—a loss which is not 
nized by the production depart- 
“let alone the sales department, 
use of the lack of an adequate cost- 
system. In both departments.there 
also be sufficient knowledge of 
tary control for those in charge 
‘that their work is being handled 
ntly and is up to anticipation. 









































ne Reason Why" Production* 
~ Companies Fail 
-of my accounting friends told me 
tly that an examination of a year's 
lts for certain companies in which 
id been interested indicated that 
erever a loss on the past 12 months’ 
iding had been shown, the major 
po rtion was due to the fact that it had 
E not been found possible to give the 
_ factory sufficient work to enable it to 
= Teĉover its standigg charges. 
~ In the majority of manufacturing 
=- Companies ‘the factory or shop expense 
— iş from 56% to 70% of the total expense 
— > the company. This expense can be 
2 a — ided into two parts, namely :—~ 
a Fixéd or standing charges, result- 
ing from plant investment and 
coo sundry maintenance charges, 
-. which are necessary so long as the 
factory is kept open. 
y Charges © 
in proportion to the activity of 
the factory. 


ne cod ths manager is responsible 
ind th® custodian of, the major 
of the investment of a company, 

















*2 © 
hich are more or less 


ifvestment being in lands, build- possible by moving th 








sonnel. Th .e importance of the * 
named item is frequently overlooked, 
and in very technical industries the 
investment in training personnel fre- 
quently approaches that of the plant. 

The last and most important item of 
investment is that of stocks, consisting 
of raw material, piece parts and com- 
pleted goods. In some organizations 
the works manager is not responsible 
for the investment in completed goods, 


“I hate people to ask me if we 
have found the business boom. 
Booms in business are not found 
they are made. The management 
with foresight, initiative, ideas, 
courage and drive creates its own 
anytime, any- 
where, Business, good or bad, is 
in the hands of the executive; it 
is what he makes it.” 


husiness boom, 


Director of a Domestic 
Appliance Manufacturing Concern 





such ie Seager) being borne either 
by the sales department or by a special 
“merchandise department’ 


Sales Manager's Job is to 
Keep Factory Active 

The sales manager's chief responsi- 
bility is that of keeping the factory 
operating to its practical capacity, 
unless this is done the factory cannot 
obtain a return on its investment, with 
the result that at the end of the year 
a deficit will offset any gross profits 
that the sales manager has been able 
to make. 

The majority of works managers feel 
that the sales manager would be able 
to secure better overall results for his 
company through correct appreciation 
of this investment problem, enabling 
him to direct his sales efforts along lines 
which would give the company the best 
return on the work’s investment. Some 
sales managers imagine that, provided 
they can obtain orders which result in 
maintaining a certain number of pro- 
ductive operators, their task has been 
achieved, but after realizing the import- 
ance of works overhead costs and their 
distribution they will understand the 
works manager's problems and will 
follow up lines of business which are 
more profitable to the company as a 
whole. . 

How Junior Staff Can Also 
Widen their Outlook 

In addition to the senior executives 
developing a wider outlook, the junior 
staff should also have some knowledge 
“of the work in the other sections and 
departments in order that a harmonious 
and efficient working within the com- 
pany may be secured his is made 

ie staff from one 










widen ‘their. knowledge of we i 
than their own. . For the staff 
in daily contact. with the publi 
training is required not only in 
methods but in the products the 
endeavouring to sell. It is certainly a- 
paying proposition to ensure that the 
salesmen are properly equipped in this 
respect before they go forward as te 
company’s emissaries, thus giving them 
a chance of securing a well filled. oger — 
book. o 
The three major factors oi quality 
price and delivery vary from one busi- 
ness to another, but under all condi 
tions each one of them is susceptible ô 
improved adjustment if the — sales 
manager gives the production de 
ment the fullest assistance. For exam 
if the price is wrong, the first order 
be lost, but an opportunity will - 
ably occur to re-quote on a better 
for subsequent business. Similarl 
delivery is wrong, although the 
items are right, the customer wi 
ally raise the point and ope: 
tions for reducing the time. 
factory quality, however, ma 
about a return of the goods ; 
certainly prevent repeat orders 
A reputation for high qu 
obviously a most valuable asset t 
concern and one that should- no 
lightly thrown away. Neverth 
there may come a time when justo 
cannot afford to pay — hig 















































market. 
real meaning of | te ‘qualit 
always necessary. It means a. 
portion of parts so that the arti 
give high-grade service for a re 
period. It does not mean th 
gold where brass will do equall 
or } inch stock where A roi y 

equally well, — 


2 — 
Factory and Sales Aim: : Quali 
Price, Delivery | 


The question of price should’ be deter: — 
mined by the requirements of the |. 
market. The first step is clearly tr 
the sales department to advise produc- 
tion of the general requirements t 
which the article must be designed if 
it is to sell for a certain sum. There- — 
fore, selling price determines cost, not —__ 
cost the selling price. Furthermore, the 
costs on which the selling price must be. 
based are not those of a particular _ 
factory but usually those of the most = 
efficient factory. Thus a basis of com- 
petitive price is established irrespective — 
of the local conditions, and it must be — 
the continuous aim of the production 
department to improve its methods of 
supplying the sales department with 
goods at a cost in keeping with est * 
lished market selling price. 
I am not belittling the importati 























MANAGEMENT - CONTROL - POLICY 


His way of doing things may not 
be yours. Nevertheless, his 
method may give you a NEW 
IDEA which you can profit- 


ably adapt to your own business 


Personnel 


p is very enlightening to look at, and 


examine, the plan whereby a firm 
achieves marked success in its particular 
line of business. But it is risky for an 
executive of another business to copy that 
plan too exactly. The risk lies in the fact 
that you cannot get from another set of 
totally different individuals the same result 
that you saw successfully obtained some- 
where else. Jhat is why the most import- 
ant duty of managefhent should be the 
study of personnel. 


x 


Not Too 
Much Chart 


D o not fay too much homage to the 
elaborately planned organization 
chart. The chart can be made to do any- 
thing, but the same command cannot be 
exercised over human nature. Plan by all 
means, but give plenty of attention to the 
human men and women on the jobs. 


g 


man before they appoint him to a respon- 
sible position in the firm. In my company 
we do not engage a man until we have 
satisfied ourselves that he is the best pos- 
sible value we can purchase for our money. 
We regard personne] as an investment, not 
as necessary but unwanted ‘overhead’.’’ 


* 


“jam always pleased,’’ says a manufac- 
| turer, ‘‘when an employee, whatever 
Yo ft a. . . . 

his status, flatly contradicts an opinion of 


11 


Other Men’s Ideas 
on THIS and THAT 


my own, provided he can back his opposi- 
tion with what is, in his opinion, a logical 
reason. I would rather have one man who 
thinks for him#Ilf than a whole works full 
of ‘Yes’ men,” 


+ 


No 

Athletics 

"T o stretch or twist in order to reach any 
of the tools of one’s working equip- 

ment is a waste of time and energy. I 

have my desk arranged so that I never 

have to do either of these things. I not 

only work better, but I can keep my 


temper.” 
—A Managing Director. 


— 


x 


Don’t Fool 
Yourse 


r. Firestone, of motor tyre fame, 
expressed the following truth: 
“When one gets his business into too 
many departments with heads, those heads 
begin to departmentalize their own depart- 
ments, and just as naturally the head of a 
big de ent has to imitate the higher 
executive and do nothing but direct. 
Gradually an organization is worked up, 
second to none in its division of duties. 
It seems that a duty is never faced with- 
out dividing it, and then inevitably the 
men begin writing memos to one another, 
I*know of no better way of fooling oneself 
than by writing inter-offiice memos and 
calling for reports. A man can keep him- 
self busy that way all day long and com- 
pletely satisfy his conscience that he is 
doing something worth while.” 


Doing Business and—UNDOING it . 
Just a Matter of Management œ - 


Y 
d y 


ticulars of machine. 


woman wrote to head office of a domestic appliance firm fr par- 
Next day salesman called, with machine. 


Woman at first refused it, feared high pressure selling. Salesman 


assyred her, no; use machine a week, sign nothing, no obligation, 
* machine collected without question if not satisfactory. . . . Result, 
On Bows sale¢man called in 7 days, asked politely: ‘‘Machine all right?” User 
uying delighted, paid cash, thanked salesman and firm for excellent service. 
Brains , > 
ry rospective customer wrote to manufacturer's advegtised address 
for sample of a horticultural product. Firm replied, saying: “Don't 
do business direct. Apply lecal agent at .' The town was 
ro miles from inquirer. . . . Result, no sale, and ill-will in would-be 
brains. Yet many executives, while they customer's mind, — 
will travel miles and spend weeks in exam- Both examples from Business postbag. 
ining a machine before they buy it, give r 
not a tenth of that time or trouble to a -a 


“| t is easy to make cash investments 
in buildings and plant,” said another 
prominent business man, ‘‘but it, is much 
nore difficult to make cash investments in 


— m m = — — — 





o By 

J. PARKER, 
: + a 
fapagement does ‘not 
a collection of snap- 
iews of the business 
panorama of the 
as a whole with 
ear direction of key 
ss thrown up in relief. 

H ese charts do this 


FLIA. 


the top wants to see the 
whole, and anything 
m to do so is a useful 
ent. These two charts 
compass, a variety of 

1g for control. 
‘purpose of charts is to 
. clear-cut, easily understand- 
ture, which will indicate those 
needing attention-——points at 
o dive into detail. The selec- 
yures for charting which give 
rmation will vary in detail for 
) nt business but, in broad 
Iain feature ot every busi- 


(a) Ther money coming in; usually 
‘represented by sales. 

) The money going out; repre- 

‘sented by production; selling 


id/or service costs and over- 
head ‘expenses, 


ne profit and loss ; repre- 
ed by the difference 
een the above. 


bove all, from the management 
point of view, what is wanted is not 
à collection of"snap*shots, but a panora- 
Mic view. that shows the direction in 
hich eackmof the factors of sales, pro- 
duction expense, and profit or loss is 
oing, and therefore, what is the general 
trend of the business as a whole. 


SENDS Are What Management 
= Wants to Know 


nost businesses the desirable re- 
nship between income and expense 
the: minds ff those in control. It 
t a-difficult thing to convert it into 
udge ed objective. Just to choose 


An effective control chart must show 
clearly what is achieved in actual 
results and how near those results 
come to the desired objective. Since 
ix is designed to be a management 
control indicator, it should readily 
show the trend rather than the 
periodic fluctuations, For this pur- 
pose the moving annual total figures 
are most effective. 

It has been said that the moving 
annual irons out the fluctuations too 
mugh. The best test of that is to look 
at a curve of current values which fluc- 
tuate widely and try to superimpose on 
it is designed to be a management 
where does it commence to rise, where 
to fall. Then work out the moving 
annual figures and see how near your 
opinion is to the facts. 

The trend figures can, of course, be 
supported by the current figures. They 
can appear on the same chart providing 
the layout is adequately planned to 
avoid confusion between different 
curves. 

At least three years’ figures should be 
visible on the chart at the same time. 


This is How the Chart is 
Built Up 


The illustration in fig. 1 indicates the 
way in which the chart is built up. At 
the top are the curves for turnover; 
moving annual total to show the trend, 
and the monthly figures, to show the 
nature, place, and extent of the fluctua- 
tions. Below that are the curves for 
production expense. 

If the plan is to try to limit produc- 
tion expense to 50% of turnover, the 
turnover-moving annual curve can be 
dotted in at 50% of its value as a 
check line. The same procedure is 
followed with the other divisions— 
selling expense, overheads, and profit. 

Combined in one chart, then, is the 
current and trend information regard- 
ing each of the group of items, a com- 
parison of the actual results with the 
desired objective, a comparison of the 
way in which each group has developed 
and is likely to progress, and a com- 
parison with the past two years or 
longer if thought desirable. e 

Another way of obtaining the cons- 
— ison between actual results and 

is to reproduce y 


material and use it $ in — of “the 
— in _ check | Tine. = — curves 


oa — we can make the co 


7 > 50% of 
sad 


5% a Se 


reason for using semi-log paper is’ tha 
it puts figures into their correct: per- 
centage relationship, or, to put it 
another way, te 
same angle have the same percentage 
rate of increase wherever they may bè 
in the value scale, but there. isan 
equally great value in having stand- 
ardized rulings. The ready usec 
charts demands an instant apprecia 
tion of the scale upon which they ar 
drawn. The use of a standard semi 
log paper—-there are, of course, man’ 
kinds of rulings-—-gradually fixes in th 
mind the significance of the scale, s 
that an entirely new chart of hithert 
unrecorded information at once } 
its message. 


Another type of ‘“‘whole — chai 
is that illustrated in fig. 2. The advar 
tage of this type is that the number + 
separate factors which can be incl 
in one chart is considerably increa 
The disadvantage is that it roqmror 
more careful study to read. o 

The divisions shown in the illustra 
tion are just broad groups. 


(1) Raw material. 
(2) Labour. 

(3) Oncost. 

(4) Sales ExpenSe. 
(5) Overheads. 


They can be further subdivided: : 
only effect being more lines on 
chart. | 

The figures to be charted. 
tained by plotting the Raw 
figure, adding Labour to it an 
ting the resulting figures, and 
successively throu®h the fist. 

Various indicator lines can ba ad 
to facilitate reading. For exam 
Raw Material, Labour and Onc 
together represent the production 
expense. If a budget of turnover 
percentage has been fixed, as sugges- 
ted above, it can be plotted on in a_ 
different colour at the 50% turnover. 
value or whatever percentage it bap- 
pens to be. It is probably better, 
however, not to confuse the eye with 
too many lines, and to adopt instead 
the celluloid template. Then, too, th 
bands formed by the different lines EA 
be coloured or hatched to ma 
relationship stand out more cle 

The Turnover Curve can be addi 


which s p other curves rise Pp 
represents loss. | : 
? Jn this case the Carrent. fig 


d. As it is built up by 
cessive items to each | ‘ 





lines which rise at the 






























m this chart gives is 
x other period) move- 
type of outgoing in 
others, the proportion 
total outgoings which is 
bands between the lines, 
of the total outgoings 
and as a result, the 


3 ; easy to pick up the 
kind of expense upon the 

sually clear when some 
pecial expense takes an exceptional 
e out of revenue, or when some 
ceptional effort reduces expense in 
e or other of the departments. The 

is bet fhe lines are instructive 
hich the different kinds 
of” ise op month by month. 
The illustrati |; for example, shows 
quite clearly that a big sales effort has 
successfully pushed up the turnover, 
but it has been by cutting heavily on 
` overheads that a profit position has 
been reached he area between the 
labour and the oncost lines shows that 
mncosts have been ifcreasing although 
there is a marked improvement towards 
F the latter end of the period. When the 











1 ‘lity of the chart is very consider- 
ably. increased. 
or the sake of simplicity the illus- 
rations show only the curves and not 
a figures. è Eithereat the top or the 
ftom of every chart form there 
should -be columns for the figures 
w Ach: the curves represent. It facili- 
and is particularly 
semi-log paper is used 
-the only marking on the paper 
sin. le fi ure log scale. 

















P Whole Picture’ Charts Aided 
by Departmental Charts 


‘This cumulative type of chart can 
also be used ‘very effectively where 
monthly Balance Sheets are prepared, 
as is now « ofte the case. A Charted 

al sheet tells its story much more 
id shouts its warning much 
‘ively than columns of figures 
rue, when the warning has 
on. chart, it is to the 
t w rn for more detailed 

















yose of the chart. 
curves and monthly 






our Busi 


































































ness È 


the way of more detailed departmental and expens 
charts, the better. For example, the be everybx ody’ s business, — ce 
Turnover curve is a complete story for panies now find that it pays to mz 
the whole business. When it comes to the pa urh business of one exe 
planning sales, it is necessary to know : : : 
how that turnover curve is made up. 


Which products or groups of products 





nOn e, ENE ESENE 


Sa eae 
į 


are on the increase and 
which are decreasing. It 
is in making up sales 
forecasts—-the basis for 
production and stock 
plans—-that trend curves 
are of the greatest help. 
The cleverest forecast 
is but a very good guess, 
since we none of us can 
yet control the future. 
There is, however, every 
good reason why the 
guess should be sup- 
ported with as much 
evidence as can be 
gathered. Providing the 
moving annual total 
figures are based on 
reliable records and 
carefully charted, the 
projection of the trend 
curve into the period to 
be planngd gives a very 
good starting figure. 

It would be absurd to 
claim too much for fore- 
casting or for any other 
scientific aid to man- 
agement. It would be 
equally absurd to neg- 
lect such help as these _ 
practices offer to what ._ 
is still much 3 











—** 










































— By 
ROBERT 





ess situation is a mixture 
e and unfavourable 
he situation is ‘‘good”’ 
ely few unfavourable 
en the situation is ‘‘difh- 
cause most of the factors 
nfavourable. 
sting part is that if there 
favourable factors, there 
o “situation” at all. When 
ight down to it, the difficult 
are what make our jobs. 
em anybody could do our 


at is aside from the point I 
to make. The really intelligent 
ficient business man “‘sizes up” 
‘situation in his mind, marshalling 


yurable factors and then the un- 
e ones. This shows him at 
ce that no matter how many 
wwourable factors there may ve, 
e are at least some favourable ones. 
he starts with these favourable 
ctors as a foundation. 

Whether he plans to make a frontal 
tack on the unfavourable factors, or 
to work around behind them and under- 
mine their unfavourableness, it makes 
little difference. He knows that his 
problem is not necessarily to right all 
_ of the unfavourable factors, but that if 
ycan change enough of them to the 
favourable colgimn, the rest will be over- 
balanced or eliminated almost automa- 
tically, aff the situation will resolve 
itself to his benefit. And that without 
-a lot of stew and worry. 






{ew logically worked-out long-range 


result profitably Either they cost more 
han they are worth, or they get so 
mplex that they are all plan and no 
Unless plans are put into effect at 
uch fashion as is possible, and 
as they go along and prove 


plans for a, business or industry e 


workable and worth while, they seldom 
lead to profits or progress. 

The reason is that conditions change, 
markets change, people’s tastes and 
needs and wants change. Business is a 
current problem, and can be planned 
only a comparatively short period 
ahead. 

This does not mean that business men 
should not study long-range trends and 
changes; they must, if they are to shape 
sound policies. But it is my observa- 
tion that unless the long-range planning 
is put into effect immediately, in little 
ways and big, it never amounts to 
much. 


ee 


Réad a Report 
Three Times 


| am firmly convinced that the reason 
men do not make more intelligent 
decisions, and master situations more 
effectually, is that they do not digest 
their problems, and the facts and 
figures connected with them. 

A report or recommendation is 
received, a long letter with a proposal 
of importance, or a statement of condi- 
tion. The average man reads it through 
once, then perhaps skims it a second 
time, and proceeds to form his judg- 
ment, or dictate a letter or memoran- 
dum of instruction. Actually, in five 
instances out of six, he has not assimi- 
lated the problem. 

A man might well make it a standing 
rule never to commit himself on any 
important report or recommendation or 


communication without first reading it’ 


— riny morami Panamie ape dryly dl cen Le he ain Ed A EME N — Se an orate A 
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posë. ; readi. 
begins to clarify the details. The thi 


| All Businesses Are Alike 2 


| To a surprising extent all businesses are alike. Proble 
| of production, selling, improving products (or services), — 
meeting competition, training employees, educating 
public—these are universal. 
commonly recognized is that each business man becomes _ 
immersed in the particular details of his own enterprise, — 
and so fails to see the essential similarity to the problems — 
of other men in other lines of enterprise. ee ee 


There is a whole world of ideas and information available | 
to most of us, but we ignore much of it in the mistaken | 
idea that our own problems are “different”. Actually, we {| 
may not be able to adopt the other man’s ideas or methods | 
or solutions; but «we can adapt many of them. 


It is the functfon of “BUSINESS” to make successful | 
plans and ideas developed by the management of one- 
business available to the management of another: 











“The second careful . re 


reading is as revealing as an X-ray 
photograph. It is as though one coulc 
look right through the problem or pro- oo 
ject or recommendation, see what is 
important, observe the bad spots, and > 
even clearly visualize the sound solution = 
or course of action. Indeed, many really 
complex problems solve themselves if 
this process is followed. — 
Try it on that letter that is dificult _ 
to answer, that recommendation froma. 
subordinate, that report of an unfavour- 


able situation. There is magic init — < 
















> 































Smile and 
Lnsist 
A imost unbelievable results 
obtained by the business. n 
writes out a specification for sor 
able objective, and then insists- 
be attained. He will encounter 
tions from his associates; he wi 
into the opposition of technicians, juni 
executives and salesmen; he mat 
considered an unreasonable tyrant. 
if his original specification is pro 
drawn, it will pay him just to- s 
good-naturedly--and insist that 
carried out. Eventually, as it. 
evident that he means what” 
methods will be devised, objec 
be overcome or ayoided, and the 
objective will be attained... 
On your next big problem write 
specification. Then follow this. 
formula: “Smile and insist”. . 








The reason it is not more | — 


ri arena AR NNS semaines bison 
et : 




















Empire Tr ade 








n has — with 
efined trends: : 
mitinues good in Great . 
rate of improvement 
s ; slowed down. i. 
ues consistently ‘to 
financial crisis in 
ack in the U.S.A., 
‘al conditions on. the 
nting any current 
world trade... . 
countries are, how- 
ons of betterment. 
a'* countries on the 
wh no change during 


| therefore is: Does. the 
it in British and 

_ offset the con- 
principal inter- 

























indicate a halt, but rather’ proved the 
fact that the 1933 summer, being 
virtually at the beginning of the upward 
swing, did not. experience - the normal 
holiday slackness, 

We must not become so accustomed 
to increases that when the increases stop 
we at once consider business i , falling 
off. So long as business maintains itself, 
or, at any rate, shows that small per- 
centage of increase which growth and 
population and normal expansion calls 
for, we have no grounds for pessi 
or hesitation. And we are still a ie 
way off from even that: for month to 
month increases still more than balance 
any item of.decrease; and we believe 
that the 1934-35 season will continue to 
show increases Over a year — — 




















Continue 





Empléyinent Position : 
Is Better 

The number of employed was actually 
higher by 34,000 in August than the 
month before. It is true that the num- 
ber of unemployed was 10,000 greater 
than the month before, but this was 
principally due to the children leaving 
school poured in on the labour market. 
The number of unemployed is 275,000 
less than a year ago and 700,000 less 


wo ; years now month by 
Pritish ads indices have 


yan ar aa even over the pre- 
z month It cannot be — 








a year. ago, ‘thoy have not registered 
advances in every case from one month 
to the next; and the increases over a 
year ago have at times been smaller 
from month to month. This is what we 
mean when we say that the rate of 
we acceleration i is slowing down. 
— But this cannot have been unantici- 
tl ring the whole of the last 
; trade was looked upon 
because. it showed such 
ement over the year 
f trade is still as good as 
mths ago, why should it 
ung but good now if it 
that level; yet, as a 
th ere — 


persons in employment is 376,000 more 
than a year ago, and 927,000 more than 
two years ago. 

Compared with a year ago every trade 
shows a substantial decrease in unem- 
ployment except shoes and woollens, 
the latter having been very adversely 
influence? by the virtual: cessation of 

erman imports and the slowing down 
of French and Belgium imports. Com- 
pared with a month ago there was a 














jute and building, ‘and small decreases 
in shipbuilding, shipping services and 
the woollen industry. Increased unem* 
ployment has come in those trades sub- 





‘has 





coming months there may be slo 
down in pare — t 








t mproving 


— S. American 
countries start- 
in g to improve 


than two years ago; and the number of 


large decrease in unemployment in coal,, 


ject to seasonal imactivity. In the. oh 


















— : 
swing forwara 
64 nera lo w 





Q uestion bh 
advance in E 


dra g of — J 
markets ? 













zmag wint 
be offset by incre 
general industry | 
So the paca ag 
at all discouraging. — 


Ror August export 

“slightly higher — 
considering the dec 
Germany ` and the | 
cacouraging. : 










ago, — — and. a — 
higher than a year ago; ag: 
materials showed the larger prop 
ate increase, a favourable factor, A 
gether during the e eight months of his 
calendar year exports gre 8% higher 
than a year ago, imports 17.4%. higher. Ns 
The shipping figures alsowreflect an —__ 
improvement in the foreign trade situa- 
tion: the freight index is more than 9% 
above the month before, — y 
year ago; and both iñward an : 
clearances were higher than 

When it is considered — 
is —— her Ty 
U.S.A. ‘i nd 


















ago 
the slight decrease in tl g alue: 
the pound, for world prices: in term 
gold are down. | $ 
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THE SITUATION THIS MONTH 
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London District: AB 
the indices point fo a 
oy — antumn, Re 
are up again, 
ser unemployment in the 
Metropolitan area is low. 
There is plenty of evi- 
dence of business activity, 
The slight fall in the 
value of the pound makes 
the overseas trade posi- 
tion rather less reassuring, 
but that is meore than 
balanced by the good 
f position of the Empire. 


JE. & SJE, Districts’: 
E The yield” of wheat from 
E the harvest is expected to 
Bbe above fhe yo years’ 
$ average, but root craps 
will probably fall below 
gaverage. Unemployment 
pis falling again, though im 
the towns there is a slight 
tise, indicating that the 
Riew industries in the 
locality are quiet. 


Midlands: Although the 
unemployment situation is 
not quite so good as it 
J was, there is a distinct 
improvernent in the irog 
and steel trade, and the 
— tone is optimistic. 

ngineering’ conditions are 
iairly satisfactory, and 
the motor manniacturers 
are busy producing next 
Year's models, A large 
volume of business is con- 
fidently expected. Some 
uncertainty as regards 
raw material prices is felt 
fin the hardware trade, 
fint increased export trade 
is reported, and prospects 
are — 


& S. V. Districts in 
The export af coal 
Bappears to be almost at 
Ba 6 starvistil, and home 
demand is not  iarge 
enough to compensate for 





X Hipp esanoucn 


NOR WITH 





wich 


the loss. SHE, the im 
crease in unemployment 
is very small, and the 


dullness i fa ie coal trade 

by the activity 
gree ae trade, 
pewhich is working af 66% 
capacity and selling Re, 
of its output. 


N.E. Districts: There is 
a better demand for coal, 
and home consumption of 
industrial fuel i rising 
with the general trade 
improvement. tron and 
steel show a fairly goad 
condition, though  (Con- 
tinental competition is 
being felt. There is 
greater activity in the 
woollen Mei worsted 
trades, unemploy- 
ment is es, both on the 
month ani on the yelr. 


N.W. Districts: 


engineering is fairly good. 
Marine engineers on the 
Clyde are at the peak of 

layment, and most of 


D, 


2 DOWN 




















: he pe poopie. whee are shock 
, the very people who urged tha 
aising of the price level would bri 


gee wat is a rise of z 
points in the cost of living in a year 
compared with the drop of 29 points 
which has taken place over the last ten: 
or twelve years? 

According to the latest figures, new 
capital issues in July were higher by a 
16", than the previous month, and 
more than double those of July, 1933. 
The effect should be visible in # 
autama production figures. 


















Basic Industries Better 
On Balance 


C oal output last month was me 
* significantly above a year ago 
1,200,000 tons or 14%. Iron and steel 

output for last month naturally showed 

a smali seasonal decline over the pre- 

ceding month; but, even so, the con- 

sumption of coal and iron showed an 
increase over the month before. 

The activity of the cotton industry 
is apparently lower than a year ago 
because the latest figures of consump 
tion of cotton show a decrease of 107 ; 
over a year ago. Rayon production is 
up by 8%. Woollen activity was 
greater in August than July. 





These Queries Govern 
Future Trend 

four vital 

g season's 

t. Will the build 
For as long as bai 
present rate 6f ty 
doss not at any rate 
business is not 
recession. 

There was a slight set-back in b 
ing employment during July, probabh 
due te the weather; there was a more 
than corresponding increase, however, 
in August. House- -building is now 
dependent almost entirely upon the | 
speculative builder. There must come __ 
some time a slowing down in this feld, ` 
and the decrease in the volume of baid- __ 
ing plans approved would seem tO 
indicate so. ee 

But factory building has — a * 
very large increase in the last two 
months. The Government and Muni- opie 

anties’ slum clearance programmes 
keep the aay active. A 





queries as to the 
trade are: 



























* the | tune of yee , 
<dditional employment. 
wa our general manufactr 
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| —— COMMODITY > 
L nemployment déévease? PRICES- 
er ng te current situation and 
son's forecast, the strong U P 
that unemployment: will 
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FOOD MATERIALS 

















r — rigidity | . 

there an actual crash EX PORTS— U P 
his depends so much GO es 
_ conditions than on 2 Ñ 












a ought to import slightly more 
than leas, although her 1934 








po “recent trado-agreement 
of Russian exports to us 
| elas to Russia; the 
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1 er Anan! readjust- 
) litical — she 












nge 
} ere there is always ‘the 
da ger of a devaluation of the 
not : — long as the present 












ade ‘Sestrictions in some 












” PEYS. 
ich as Holland and Turkey a a 
e offset b improvements in other Z z4? 
untries such as Austria, Hungary and aor 
íl S. 
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n ‘South America, the Argentine and 
_ Brazil are showing definite signs of 
greater financial stability and commer- 
: cial improvement. 
There is no break anywhere in the 
_ Empire in the upward trend. Canada 
_ is benefiting from higher wheat prices, 

rhe gold boom, and general trade expan- 

on; Australia’s wool is not so favour- | + 
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ble, but she, too, is sharing i in the gold | ° nse 
South Africa is going ahead on +8 

_ The tea and rubber a 

+2 
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tstribution Raised to 
87°]. 


she basic factor in securing nation- 





























| wide distribution ofa product is J 


thorough investigation of the market. 

: "Having * made this, 
= equally important with the first, is the 
rganization of an adequate distribution 

em: Many firms spend fortunes in 
tising a product, but although the 
ts are good, they are not always 
est possible, because of the tend- 
of some sales-managers to assume 
when a product has been widely 
tised, retailers will clamour to 
it. Some of. the more progressive 
s do; but many retailers are 
f ude Hm g pew. — — are 





— ca a consumer 
it cannot be ignored. 
is a real tribute to the 
itish advertising that new 
rer stocked at all. Nationally 
d goods have, therefore, to be 
Le retailer, as well as advertised 


m tests of the markets con- 
me. that in many nationally 
limes, the distribution was 
inadequate, and that if some 
e found of securing com- 
bution and testing the market 
me time, a profitable business 
‘built up by offering ofr 
; to the sales organizations of 
advertisers. 


lete Markets Reflected in 
- This Catalogue 


ce there. were more retailers in 
confectionery, tobacco, and 
id druggists trades, than in 
4 f ‘we concentrated on these 
-foug (At the moment we are about to 
ee add to our list the tadio trade, for the 
-namber of retaflers in this field is large 
-o enough toemake our efforts worth 
=o while.) By a piece of the most thorough 
Market research possible, we obtained a 
Catalogue pf the names and addresses 
af every retailer, great and small in 
these four trades, in the country. This 
as classified according to districts, 
when the catalogue was complete 
ida, perfect picture of market 
bilities in th@te four fields. 

time, a famous firm of 






















new popular price cigarette. 
ignabkadvertising had been done 
y and well, and with the know- 
the. market which they 





the next factor} 


manufacturers bad recently 


Godfrey Phillips thought 
they had adequate distri- 
bution for their De Reszke 
Minor Cigarettes in the 
popular price market 


possessed, their distribution was doubt- 
less thorough and efficient. Neverthe- 
less, we decided to make a private test 
of our own. 

Ftom our master-catalogue, we took 
1,000 names at random, and found out 
how many of the people here repre- 
sented stocked the cigarettes. 
survey showed the astonishingly low 
total of only 250 stockists out of the 
thousand possible ones! 


Nearly 11,000 New Stockists in 
One Area 

This was pointed out to the firm in 
question, and our prospective clients 
suggested that we should make another 
sample survey of any area in the 
country, and persuade as many as 
possible of the retailers to stock the 
goods. The area selected was Man- 
chester, for that area with its popula- 
tion of about 1,250,000 was typical of 
the thickly-populated districts to which 
cigarettes appeal. Here we found that 
the distribution was less than 24%, and 
our sales efforts added 10,800 new retail 
stockists, as well as a number of whole- 
salers, to the firm's accounts. 

With these additional facts before 
them the cigarette manufacturers in- 
structed us to cover the whole country. 

As we mentioned before, our cata- 
logue is classified according to localities. 
The country was divided into districts, 
all of which were to be worked at the 
same time. This involved the employ- 
ment of about 170 men. 

The procedure in each district is as 
follows. Five men are assigned to a 
district and they are under the com- 
mand of a supervisor, who has a list 
of the calls to be made each day. 


Salesmen , 


in Dungarees * 


A shop in a manufacturing town 

was holding a sale of engineers’ 

dungaree suits. The salesmen in 

* the shop were themselves each 

wearing a suit. A good i t 
made a lot of k nak 








The f 


| Governing Director 
~ Benson & Co. 





An intensive market 
survey by a new service 
startlingly proved the 
contrary. This article 
shows how the new 


ervice went to work 





Usually, the number of calls per man is ie 


forty. : 

Each man is given an order-book, — 
and a daily report-sheet on which he 
enters particulars of every call immed 
ately he has made it. The sheets an 





the order-book are contained in a smali 2 a 


wooden case which bears on the outside 
a small local map showing the area 


which the man has to cover that day. — 
When he has finished calling of all the =- 


possible stockists on one street, he 
blocks out in penl that portion of the 
map so that the supervisor can see at 
a glance what part of the district has 
been covered. 





— ‘ak man ag 
sheet. By glancing od 
column of the sheet; he can see wl 

retailers have not been induced to sto 





the goods which we have in hand, and — : 
he goes back over the ground just € 
d by the salesman, and tries € 





sell the ‘retailer again. 
succeeds. 


Frequently he. 
The salesmen try also too 


induce the retailers to arrange for  ăž< 
and show materials, < 
which we provide from the head office, 
but these are naturally not so important - 


special displays, 


as the actual opening of new accounts. o < 
Bach evening, the supervisor posis to- 


head office all the orders which have 


been received that day, together with 
the daily report-sheets ot all five sales- 
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“Kalamazoo will hitch its wagon to a star! 
Advertising Agents. * It will make loose-leaf equipment — nothing 
Athletic Clubs. “else ; and it will make it as near to perfection yer 4 | 
“as British design and workmanship can _ Following on the trail 18 Imitation: 
“come.” Shadow, Hedoesn’s hurt Kalamazoo, 
This, its resolve of 28 years ago and its does hart those- who buy his sose F bon E 

resolve to-day, has established Kalamazoo as W*fe* to find: them a daily and increasing 

_ the standard by which loose-leaf quality is ee dear: muppet ———— 

measured the world over. — For diabh 


o Specialists, therefore pioneers: In blazing for the pleasur⸗ P 
-the trail—searching, experimenting, testing— definite econom he lon lamazon, O S 
Kalamazoo have sọ far spent a great many the Substance, 00 o> Aois Come P 


pira 


























































— Masik, l 
Silek snd Callegea 

















4, THE NEW BINDER. The binder Moders 


4EETS. Over 1,000 
Business waats ~~ inetedibly law price and practically O Sped" ra 


transfewed to the Rock Stock Beaters, 









. i A sheet lint with consequent lower prices and despatch Sich: Foiben, 
indestructible has been produced by abandoning in three days. These raliags cover all general 
a accounting purposes and hundseds of special purposes 
engineer and employing a wonderfal new alloy, in JG trades and profewions (ie lista dowa sided). Tef acenenaamn 
strong as steel, yet one-third lighter than sluminiam. | 












e the book-binder’s conventional design for that of the Tonder Mevihants; 






Cotton” Manufak 
SEEL AUTER 
oy as Coꝛtton Spinners. 
inet ae Q Cotton Yarn Agents, 
Credit Traders. 
 Dairymen.: 
(Proprietors Morland & ire pay, itd?) — — 
Dediors, Head Ofe and Paetary l =o ace - f l Geral Paqppoors 
Mlectrical Trads.. NORTHPIELD, . DIRMINGHAM, — Tae * 
7 Pad A a 7 A A * ig * PRH J 
— London Offices: MIBIILAMEX HOUSE, Wia a 
dine Haak, fummi, 
Bi ia areva : 






edartialaws. 


Poirino Tapon 
Banker: Dader 
ETA 


Why not enquire about these two economics? 
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: Ei ancbes in al leading Provigcai Cities 
Engineers (Genaral) Ne ae 8 SOERI ARS 
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| PRIVATE 
> TELEPHONE 
SYSTEM 


Always 





IEMEN 


NEOPHONE: 



















at your 
Service 
MOST 
EFFICIENT 


i ECONOMICAL 
~ s | atte ey & 

Cy . = — e - RELIABLE 

i o— RE For Sale outright or on Rental 

SIEMENS “NEOPHONE”" standardized by the G.P.O. WRITE TO 

— RELAY AUTOMATIC TELEPHONE SECTION 
m SIEMENS BROTHERS & C? [9 

SEE OUR EXHIBIT AT THE BUILDING 38°39 UPPER THAMES ST. LONDON EC4. Phone: CENTRAL 2352 

CENTRE, 158 NEW BOND STREET, W.1 





THE “CARRIEST” 
“ae CYCLE 


Has revolutionized cycle 


Keep your transport. 
© Carries 3 times the load of an 
ordinary carrier cycle 


a ls safer to ride — easier to 


balance easier to start >è . 
name be- å 


Is specially designed for the 
carriage of goods —not adapted 
for the purpose 





>. 
fore your 
i i 
ALLEN SCREWS) 
customers 
How can you keep your customers’ attention concentrated on your e 
business? Easily and comparatively cheaply, by sending them well- ‘ 


made bakelite desk accessories—such as blotters—with your name, 
address and business clearly worked in a prominent place. Let 
Insulators Ltd. qugte you—there is hardly a limit to what they can do. 


Derby Road | Works, WRITE FOR DETAILS ` l 
g Á hEm ; London | THE “CARRIEST” CARRIER CYCLE co. 
ee ee 7 TUDOR STREET, LONDON, E.C.4 
e 








MARKETING - ADVERTISING - SELLING 
— — — — — — — — 


sale reports on his daily sheet. On 
these occasions the supervisor goes 
round with him on a number of calls, 
and helps the man to brush up his 
technique. From the daily return 
sheets, we can tell here at the head 
office when this procedure should have 
been followed. 

As a check on the activites of the 
supervisors, each salesman is required 
to send to us his time-sheet which shows 
the particulars of his activities, his 
contacts with the supervisor, and the 
times of beginning and of ending his 
work each day. 

Thus the daily record-sheet checks 
the salesmen, and this time-sheet checks 
the supervisor, and here at the head 
office we are able to maintain central 
control of the whole organization. 

These records show us what the men 
were doing yesterday, and in order to 
keep track of what they are doing 
to-day, the supervisor sends, together 
with his other materials, a daily route- 
list, showing the calls which are to be 
made on the next day. Thus, we know 
here exactly where any salesman or any 
supervisor should be at any given time 
during the day. 


The whole of this organization is built 


with the idea of making daily increases 


This is one corner of Paulden's Buying 
Office where travellers are welcome 


peaking generally, the buyers in a 
vast number of British Stores still 
do not realize the truth of the policy 

that there is everything to gain and 
nothing to lose by at least seeing every 
traveller and the goods he has to sell. 


A buyer should know everything in 
his own ling that is being offered for 
sale. He should be the last man in the 
world to cultivate an insular attitude 
and conclude that, because there is at 
the moment nothing in his own mind 
which he needs, there is no reason to 
see a visiting traveller or his goods. 


In our business Er a of Seing 


in the outlets for trade. We must be 
able to tell, day by day, exactly what 
the increases have been, and to stop 


any falling off which may appear to be 


threatening. This necegsity explains 
the several records which we demand 
from our men. Our picture of the sales 
distribution and the possibilities of in- 
creasing it must be up-to-date, and the 
method outlined above is the one we 
have adopted to get it. Some idea of 
the value of this sort of sales organiza- 
tion can be gained from the final result 
of this cigarette campaign, which 
resulted in an increase of more than 
50,000 in the number of retail outlets 
on the books of the manufacturers. 


AR E YOU ‘IN’ 
. OR ‘OUT’? . 


- “he other day I called on the manag- 


ing director of a medium sized firm. 
Lunch time arrived and he suggested 
we should go out. Before leaving his 
office he clicked an electric switch on 
his desk. After lunch, when we returned, 


* 
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the figst thing he did was again to click 
the electric switch. I asked what the 
contrivance as, so far as I could 
judge, it made no signal, no one came 
in. 

“That,” he explained, “is my ‘in’ 
and ‘out’ sigal to the operator on the 
telephone switchboard. Come and see 
it.” We visited the switchboard. In 
front of the girl was a vertical panel. 
On it there were the names of the six 
chief men of the company, with a small 
red electric bulb opposite each. 

“It is the strict duty,” my informant 
told me, “‘of every executive to switch 
‘in’ and ‘out’ whenever he enters or 
leaves the builffing. In this way the 
switchboard operator, taking incoming 
calls, can reply at once to an erfquirer 
should a wanted executive be out. The 
plan obviates the enquirer’s having to 
wait while the operator rings all over 
the byilding vainly trying to locate the 
wanted individual. When the red light 
opposite a man’s name is ‘on’, it means 
that he is out.” 

This useful arrangement was entirely 
“home made’’. One of the junior 
executives had wired it up using an 
ordinary 12-volt motor car accumulator 
and tail lamp bulbs covered with red 
transparent paint. 


See EVERY Traveller 
Who Calls 


A. `P. BESLEY 
Managing Director: Paulden’s, Ltd., Manchester 


To be efficient a buyer must 
know EVERYTHING in his 
Pticu line which is being 
offered on the market. He 
can go a long way in this 
direction by seeing EVERY 
traveller and by getting their 
goodwill’and that of the supply 


firms whom they represent. 


travellers and their ranges of goods is 
one on which we place the strongest 
emphasis. 


As we have some 80 departments, a 


great number of travellers call on us. 
We maintain that it is to our advantage 
to see all of them, to hear what they 
have to say and to see what they have 
to offer. . 


Accordingly, we have drawn up @ 
plan to enable us todo this as com- 
pletely yet as concisely as possible. 


We have opened a Buying Office at 
the rear of the store to which all travel- 
lers and representatives wishing to in- 
terview our buyers report. 


Each buyer has his allotted day, and 
on that day he must see every traveller 
who calls upon him. The hours for 
hese interviews are 9.0. a.m. till 12.30, 
and from 2.30 till 5.30, on Mondays, 


„Tuesdays, Thursdays and Fridays. 


On Wednesdays our buyers do not 
remain in the store but visit the local 
factories and wholesale houses. The 
Buying Office, under a capable, man- 
ager, is, however, open on Wednesdays, 

































gs ound,” ——— at the goods 
u the — houses which sup- 
















ines, any “speci ~” which they think 
will be appropriate to the events and 
rich will be likely toereate more busi- 


& tn éhis way we not only make sure of 
getting all of the best supplies in the 
jarket, but the job of the visiting 
aveller is made much more pleasant 
nd easy. We get his goodwill, and 
or —— his best service. 






ubr — ina for the sares 
This Store has PROVED the 
-pays to see every salesman”. 





These IDEAS are 


women shopper to serve herself from 
A new name—~bath-room he m 
tissues—receives prominence, as also fully on the marke 

does the alternative-use message-—-an a business paint ol 
ideal cold cream remover. The new was an excellent. KATI ON 
angle on selling raised sales 50 per cent. thinking can find stilt new uses £ 













) ced onan —— ares 


gh to interest and not so 
become boring. This sheet, londes, 
ie store. seports, is a more effective 
oe poler than the ordinary sales 


he designer of a new branded toilet 


rassment 





‘ pepresentatives Calling upon buyers, i0 has become necessary to 


the counter. 





The Sales Manager 19th July, 1934, 


Dear Sir, 
Guing to the enormove increase in the numberof 


devise some better method of comtact Lf we are to ensure 8 
continuance of the courtesy whicb this Firm feels is always 
due to its suppliers. 


With this end in view we kave opened a Buying Office 
in the Store with entrance at the reas of the building in 
Boundary Street. 


Every facility in the fore of telephones and. runners. 
has been provided to ensure speedy conbect wiln the appropriate — 
Buyer. In the event of a Buyer being out of the building care 
is being taken as far as possible net to allow any good offer 
to be missed. 


The writer, or in hie absence, his assistant, wiil - — 
welcome meeting Directors or Sales Managers, if they will wake- 
theaselves knownin the Buying Roum, 


The attached sheet gives details of the reg — 
that have been drawn up to ensure the proper working of the scheme, 
but we shall greatly welcome any Suggestions to enable ua to be 
consistentiy helpful. 


l We also ask you to help os by informing the writer 
in confidence or otherwise of any incident likely to strain the 
happy relations which we pride ounsal ees exist between Paulden's 
and its suppliers. 


We also attach a list of our main Store. events. 
throughout the year, and our Buyers eould welcome ar 
offers which you can make to them prior to, 3nd 
delivery for, these events, 
Yours faithfi 


for ey ay sl 


















Sales-Builders 





Good advertising and an appe 
package put the new product » 


ë ducts which might be thought already 
fully sotd. 


roc bears the details, written Babies Provide 
po “stop press news style, New Market 


brunettes and red-heads 
ave all taken their turn at being py... 
useful to the makers of shampoos——~ Biscuits f * 
liquid and otherwise. Shampoo manu- Hikers 
facturers might indeed have been — 
excused had they expressed opinion that he hiking craze has now yen 
new sales outlets seemed non-existent. T 

The Beautywave Compafly, however, both of whom have 
had still another brilliant ided—~a biscuit pa 
special shampoo for babies. 

Some months ago the company 
© problems realized that there must, in the nurser- — 
ArT ies of the world, be thousands of babies 
and young children, all of whom were - 
potential users of a ha f 
The appeal to the mother of 
r- especially designed to mi 
nder ren's need is nevi 
o demand, once crea eC 
constant one. Pa 








capitalized by two biscuit firms, — 
produced _ 
ks specially designed for pic- 
nios: and hikes. Crawford's Kit-pack is 
an ai -tigh ht carton of cheese — ando 




















€ ‘baby? * 
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BRING THE RAILWAY TO YOUR DOOR SSP oes 
CREAT WESTERN RAILWAY f at 


ROAD RAIL CONTAINERS 


Offer a Door-to-door Service, without handling en route, 
eliminating the risk of damage. 

Packing can be reduced to aminimum; whilst economy is 
further reflected in reduced carriage charges. 

Different types of containers, suitable for all descriptions 
of merchandise are available. 


An illustrated brochure is obtainableonapplicationto the Chief Goods 
Manager, Great Western Railway, Paddington Station, London, W.2 


Paddington Station, London, W.2 James Milne, General Manager 
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SO-.CALLED ‘CHEAP’ LAMPS ARE. 
A GAMBLE AND A VERYsPQOR - 
INVESTMENT. ALWAYS INSIST QN 


IEMENS 


optainaste waereven PEARL OR OPAL LAMPS 
ELECTRIC LAMPS ARESOID Ad SO ensure satisfactory service 












A FURTHER IMPROVEMENT. 

Pear! or Opal Gasfilled 
40-wate lamp (200-260 volts) is 
now made with the new patented 
*Colled-Coll* filament, which gives 


20 MORE LIGHT 
@ for the same current 
. consumption. The price is the same 
as that of the ordinary 

40-watt Pearl or Opal lamp. The 
é0-watt size will be available 
early in the New Year. Insist 
on SIEMENS *Colled-Coll* tamps. 


dt SIEMENS ELECTRIC LAMPS AND SUPPLIES LIMITED. 38/39,Upper Thames Street, London, €-C-4~- 


















— money, and risk of — Time, becăuse the — 
container fs craned direct from road to rail _ 






from the time they are packed until they reach — 
the customers’ premises. — 


amongst which are types specially suitable 
for your traffic. 





FULL PARTICULARS 


install “STOTT” Gas, Steam or Electrically Heated 
Catering Equi — suitable for the smallest 
Workshop to the largest Canteen, 
Water Boilers, Hot Cupboards and Carving Tables, 
Food and Vegetable Steamers, Dinner Warming 
Ovens, Urns of all descriptions, ete. 


Write for fully Ulustrated literature 
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YOUR ONLY SAFE 
REMEDY AGAINST 
EXCESSIVE RAILWAY 
CHARGES. 
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27-28, FINSSURY SQUARE, LONDON LCI CESS f 
i, HOLBORN CHAMBERS. BROAD ST. BIRMINGHAM. i 
TAAR WEL MOUSE ST PAULA SQUARE, LIVERPOOL. : 


Dinner Warming Ovan? 
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vehicle and vice versa ; money, because packi ng : | . - 
and labour costs are reduced ; risk of damage 
because the goods themselves are not. handled ee 


The demand for containers has been so wide ~ 
that the LMS have built 10 different types for 
the conveyance of various kinds of goods, 














PRODUCTION METHODS & EQUIPMENT 
— — —— — ——— 


Why a Canteen 


is Sound Business 


The new and fast-growing industrial areas 
away from towns introduce problems of 


proper feeding for employees. 


Only 


well-fed workers can produce good 
work. Would a canteen help to lower 


——— 


ood work and adequate output 

are impossible without adequate 

food. A cup of tea and bun lunch 

is no foundation for an afternoon's work. 


| 


STAN LEY -Y TOWNSEND, LL.B. 


YOUR Costs? 
By 


preferably with an architect, and regard 
should be had to the accessibility of the 
works cloak rooms as well as to any 
social purposes also contemplated. A 


The best way to ensure that employees decision must be reached as to whether 
get at least one good meal a day is to all employees will dine together or be 
— — a midday dinner at a low separated into office and works or male 


This, at least, is the conviction of 
industrial firms operating employee 
canteens. Many canteens have been 
opened: most are still successful: more 
are planned. A few have been closed, 
usually because the peed did not exist, 


Good Food Means Better Work 
and * Absenteeism 


sickness is also porting as a result ‘of 
nearly evepy canteen that is opened. 

By a canteen is meant the organized y 
provision of cooked meals, and hoor 
merely the warming and eating of food 
in a mess-room. 

A number of preliminary questions 
arise when the erection of a canteen is 
proposed. What is the number of 
employees? 
away to go home to lunch? 

arrangements are they making at 
sent? 
offered to the canteen by lunch rooms 
near the works, and at what prices? 
Will the canteen be controlled by the 
management or by a popularly-elected 
committee? 
subsidy in cash or accommodation 1 will · 


the company grant? What accommoda- 


tion is available, and will the dining- 


room also be used for general —— 
purposes. 


A Canteen Cannot be Run 
By an Amateur 


The general plan of the canteen 
should be considered on bread lines, 


How many live too far — 


Who will run it? What 


and female. Space must be allowed for 
orderly queues. 


h 


L 


i 


In the practical operation of the can- 
teen, the services of a manager or 
manageress experienced in popular 
catering are essential. It is not a job 
to be entrusted to a pensioner, or a 
person with merely household experi- 
ence. 

The arrangement of the dining-room 
is a subject on which quite useful views 
may be expressed byos without 
specialized experience in catering. But 
the equipment and lay-out of the 
kitchens call for technical knowledge 
and consultative service. The capacity 
and convenience of the kitchens must 
be strictly related to the quantity and 
variety of items to be produced. 

The fuel to be used will doubtless be 
influenced by what the works itself is 
doing, but a supply of steam will 
usually be regarded by a canteen 
manager as a godsend. 


The system of payment req . 
(Continued on page — 


. That Cut Costs 


(Continued from page 24) 


The leading railway companies have 


- also made enormous strides in develop- 
_ ing the door-to-door delivery service. 


One company alone employs a fleet 
of 5,000 road vehicles to make door-to- 
door collection and deliveries to and 
from their sidings and warehouses. 

_ One of the most useful developments 
y the railways for manufacturers, 


howev er, is the road-rail container. 


p road vehicle, 

train, unloaded at the destination and 
again conveyed by another of railway’s 
road vehicles to any point required. 


Your Consignment Checked all 


J along the Line 


Another important feature provided 
, by the failways is the registered transit 
“system wnder which traffic is specially 
controlled by telephone and telegraph 
throughout its journey, thereby ensur- 
ing delivery at any specified time. 
There is a nominal extra charge for this 
of only half-a-crown per consignment, 
whether a single package or a whole 
train load. 

In the case of such goods as grain, 
cattle and poultry foods, fertilizers, etc., 
required to be delivered in country dis- 


Handling charges are saved and low 

What bulk- rates for transport secured. 
pre- 

What competition — * bo > 


tricts, the railways arrange to run these 
in bulk—at low bulk rates—to strategic 
points and then deliver the individual 
lots by their special country lorry ser- 
vices. Thus a great expense and much 
time is saved. . 

Many maħufacturers do not require 
their goods, once collected from the 
factory, to be delivered straightway to 
customers. In such cases the railways 
provide modern warehouses, electrically 


- equipped for the handling of merchan- 


dise, in all the important districts 
served by the systems. Low warehouse 
rents, together with the performance by 
the companies of services such eas 
sampling, labelling, stocktaking and the 
execution of orders, enable the trader 
to keep a ready stock for his, area 
customers. Alterflativety, office accom- 
modation can be provided in the ware- 
house for the trader's owp staff. 

It is not possible, as I have said, to 
indicate here the individual uses and 
advantages which these well-developed 
—and still improving—services give to 
the business man. What the business 
man should do, however, is to get the 
literature fully describing the services 
and the rates which is issued by the 
railway and the Mad com- 
panies. Alternatively, submit your in- 
dividual requirements or problems to 
these companies; they will give you 
comparative costs which wil enable you 
to see where you can gain advantages 
in both service and cost. è 
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Cutting the Cutting Room Costs 


clothing manufacturer noticed 
Ais: his knife-machine men spent 

considerable time opening out and 
Straightening each lay befoge cutting. 
The operation which preceded the knife 
work consisted of chalking the various 
garment parts from patterns upon a 
length of cloth. This was then laid on 
the top of a number of similar lengths. 
The number of pieces thus pleated 
depended upon the number of identical 
garments required. This was generally 
about twelve. The completed lay, 
usually measuring aboutethree yards 
long, was then folded several times. 
This wasemeessary for handling, and 
for making it possible to store several 


This 





2-WAY 


lays side by side in readiness for cut- 
ting. The knifeman, therefore, was 
compelled to unfold and straighten 
each lay, making sure that all edges 
were even 

The manufacturer prepared a number 
of pieces of three-ply wood, each large 
enough to accommodate one lay before 
folding. Each lay was then pleated 
straight on to one of these boards. 
When the desired thickness was reached 
the board and its contents were passed 
to the knifeman. If necessary, other 
lays were placed flat on the top of those 
already waiting. 

By this method, the knifeman was 
able to lift or slide his work straight 
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into position. No unfolding or straight- 
ening was necessary. The possibility of 
the “‘creeping’’ of underneath pieces 
was ¢liminated and storing was simpli 
fed. Time was saved in pleating, too, 
since the folding operation was cut out. 


- > © 


Cuts Window Cleaning Costs 


n a big mass-production factory 
where there were many thousands 
of square feet of glass in the roof, 


cleaning, with buckets of water, took 
ı considerable time. The management 
then ran water pipes from the mains, 
with ta located on the permanent 
platforms in the roof used by the 
cleaners [his reduced cleaning time 
by about one-third 





CONVEYOR BAND 


Raises Output 25-50 Per Cent 


he illustrations here are taken from 
three distinct factories. Top left is 


a boot and shoe factory where a 
— s ⸗ 60 to 8o different varieties of 


women's shoes are being produced at 


one time. The Mstall%tion of the 2-way 
conveyor system in this factory raised 
the output by 20 to 25%. 

On the right is a 2-way conveyor 
System carrying collars in a collar fac- 
tory. In thés instance the output was 
raised nearly 50% by the installation of 
the system. 

The lower illustration is of a three- 
Way conveyor system, the installation 
of which raised the gutput by approxi- 
mately 25%. In previous issues the 
advantages to be obtained by this type 
of conveyor system have been pointed 
out, but it should be emphasized that 
when consideration is being given to the 
installation, of a conveyor system, it is 


absolutely necessary that the system 
be installed, and the production of 
the goods sequenced, by men who 


thoroughly understand the production 
of the particular article concerned. It 


is only by this means that a proper 
sequence and balanced production can 
be obtained 

It is only experts on these systems 
who are able to produce what is called 





a multiple production system, that is, 
a System whereby a multiplication of 
varieties can be in the course of pro- 
duction at one time, each particular 
type of article being produced at any 
particular given number per day. For 
example, in the lower illustration there 
is a matter of fifty different varieties 
of women's shoes being produced at the 
same time, each variety being turned 
out at a pre-determined specified num- 
ber per so many hours. It is not, of 
course, necessary at all times to retain 
the same specific production of eaclf 
variety per dav, but this can be altered 
at will, according to the orders that are 
being obtained. 






























par of this article, pib: 
ge 24 of our August 
‘revealed the effect on 
workers of various bonus 
systems for ‘‘monotonous”’ 


ard to the eiet on the output of 
idual workers. 


re are reduced by training—a 
t of great importance, since, if 
erences can be reduced to the point 

ming negligible, the need for the 
tion of workers is remaved, 





For Work” 


striking, thetefore, that no gvi- 
f this tendency was found in the 
_Inflividual differences. in 
ased sharply after each 
e: method of payment, but 
Tease. was temporary only, and 
ual differences tended, on the 
to increase as the. xperiment 
ontinued. There seems no doubt tha 











nuch to differences in capacity as to 
erences in inclination for work.’ The 
Hing” effect of practice, in other 
rords, appeared- only when the incen- 
to work were strong and all the 
ts. responded according to their 
capacities. 

\s stated last month, five different 
perations were involved in the experi- 
ent, each girl performing each oper- 
ation for one day in each week. The 

ture of the operations was as follows: 
6) Unwrapping. -Workers merely re- 

<= moved paper from pieces of toffee 
imperfectly. wrapped by machine. 
) Wrappin pe Wrapping toffee in tin- 












nerally held that individual. 


7 ing, 5, Unwig 
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RELATIVE OUTPUT 


FIG. 3. 


ram 


(5) Weighing and Wrapping. — This 
process—the most complicated of 
the five-—-was also performed 
standing. The girls weighed out 
4 lbs. of wrapped toffee, placed it 





⏑ü⏑⏑2·⏑.. sonoma yia amaa Sang aie or oie, 


The findings of these experiments i 
are of vital importance to manu- 

facturers using “mass-production” 

labour on. repetitive work. 


+ 


Money incentives MAY not be sufficient 





to produce the ‘‘will-to-work” if thë ; 


TYPE of job is wrong. 
+ 


To maintain this * will-to-work” 


throughout the factory is a great 


problem. | 
+ 


Group “atmosphere” among workers 
has a vital bearing on output. it is 
easily upset by individual workers. 
Watch for the type of worker who has 
a disturbing influence. 


+ 


Make jobs smooth and rishi and 
they wil] be much less boring. 


* 


in a tin, pressed and levelled. 
toffee, inserted a paper slip 
the lid, wrapped th 
paper, tied- 
labelled it. 
The order o 
tions was! 1 
3 Weighin 


RELATIVE OUTPUT IN SUCCESSIVE. 
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"ei hee aaa 
hae gad eh” 


















tion from 5 



















The effect oi the worker 
attitudes was also@howg. in t 
of lost time and. abstncg {or 
The relative amounts of ti 
voluntary stoppages: ~ 
Wrapping | a 
Packing 






















t Arouse “Will to Wor? 


* results hitherto discussed have 
-emphasized the ifħportance of financial 
- incentives: the present example helps also 
to define their limitations, Payment 
‘systems are of the greatest importance in 
stimulating the will to work, but they are 
mot, in themselves, sufficiemt to produce 
— Š it E an operation is regarded as totally 
-> akm Miigiile, the strongest monetary 
iay Nave no effect. 
evidence to support this view 
by the drop in.the “weighing” 
the roth week. At this point, 
of overproduction, the finished 
d of being sold, were emptied 
tory and returned to the ex- 
ital group. When this fact became 
ere was a marked loss of interest 
it dropped considerably, al- 
— system remained the 
Remarks such as “this 
i iness'” and "I don’t see any 
i mE the samé tins over and 
Hustrated the prevailing 


¥: 








































li Be Your Greatest 
H ployee’ s will to work clearly 
n the feeling, not only that 
are receiving an adequate 
. money, but also that the 
-his efforts is of value. How 
iis feeling in a mass-produc- 
«where many of the em- 
i; y spend their whole day on a 
oces ithe manufacture of a 
an article which they have 
eis probably the most 
cal problem confront- 


to ` the curves of output 
hat, taken in conjunction 






AVERAGE HOU 


were those which were neither comp 


a 
X > Ld —& a 
ty A 
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: Eble ths those which were —— iy v pml 
and complex to be found —— | in 
themselves. 


The least popular operation 





nor purely repetitive—operations whic 
made occasional dernands on the workers’ 
attention, but which were incapable of 
arousing sustained interest. 


Make the Operations Smooth 
and Rhythmic 


Repetitive work is not necessarily bor- 
ing: in fact purely repetitive work, involv- 
ing a regular and rhythmical sequence of 
movements, is usually far less boring than 
work which is slightly more varied and 
demands some small degree of conscious 
attention. The aim of the industrial 
psychologist is not to reduce the ‘“‘mono- 
tony¥ of repetitive work, but to remove 
all hindrances which prevent the work 
from becoming automatized. 

The disproportionate effect which such 
hindrances exert are shown in the one 
example in Fig, 4. 


How Group “Atmosphere” Affects 
Output 


While experiments have shown that the 
shape of the work-curve depended on the 
type of the work, a number of a 
tions revealed that this tendency is 
a great extent neutralized by the effect af 
group atmosphere. 

At certain times an industrious attitude 
would prevail, girls would compete and 
try to break records. At other times 
there would be a general slackness or a 
spate of conversation or argument, and 
output would suffer accordingly. 

In the creation of group atmosphere 
particular workers often played an out- 
standing part. In the experiment two 
girls were noticed; both, in different ways, 
were talkative and domineering. Neither 
was suited to repetitive work: their 
influence affected the other workers, and 





who — not readily f 


“was isolated from t 
of the group. Freedom from group 
influences in every case prompted an jne- 
creased output as follows: 
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Worker — 
— ———— Eg tse 
con — © 38-8 2261557 36° 1% | ——— 
the gitls agreed thet they could. 


Pe betine alone, and that working hard 
made the time seem short. 
There was no evidence that the greater 
output produced greater fatigue. | 
toamparison of individuals’ re < — < 
sults showed clearly that for group 
repetitive work by far the best 
output * ———— — giris po a 


























distractions. 
The least suitable type is t 
animated, variable, voluble in 
vidual who is responsive, expressi 
and easily disturbed. 
This is a most valuable guide in sel 
tion to manufacturers who emplty th 
type of labour. | 
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This article, * first part — — we publi 
in August, is abstracted from ary made - 
Miss —— “Horst, of the ‘National Í Institute 
Industrial Psychology (published in the Instit 
organ, | “The Human ‘actor’, May, 1934) 
“Incentives ia Repetitive Wo ck”, by 5. Wyatt. 
Frost, and F. G. L. Stock (Ind, Health Res. 

London, HM Stationery Office, - 
+ reproduced by permission of | 

























— in erry rim ofi 

an indentation ae salt aD ‘mustard, 
prevent these condiments from Tanning: 
down into the plate. 


Railway goods wagons, 93 feet jolie, ee 
tare 79 tons and having a load capacity < 
of 206 tons, are being made for a foreign. | 
government by a Midland firm. These. 
trucks are said to be the largest in the: | 
world. As these trucks are actually being — = 
made here, and presumably they will be =  _ 
tested here, it seems a good opportunity . 
to demonstrate to the proper authorities = o tis 
of Brit b railways the economies which 5 
possible with the really big capacity 
p i ahe delays and expenses th 

iness 
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+ Be: — hands of a — 





1ink twice and more than twice 


_ before he will throw away a Smith’s Electric Clock sales-aid . . . it’s far t 
able... too useful . . . too attractive. It gives him the means of alwa 
_his customer the CORRECT TIME... the means of keeping on the right sid 
- of the law by telling the time, to the minute, when he should close his shop 
the means of saving the expense of buying a Clock himself. See 
A Smith’s Electric Advertising Clock requires no winding or regul 
operates from ordinary A.C. Mains. It costs less than 1/- pet ye: 
-and is a permanent advertisement to the firm whose name is o 
mitted free, and estimates at keenly competitive rates. V 


Issued by | ‘ 
SMITH’S ENGLISH CLOCKS I 
| Cricklewood Works, London, N. 


IN TO GREENWICH | 


OF YOUR PRIN 


Rotaprint is the most versatile office printing ma 
the market, having all the capabilities of larger t 
used in printing works, but simplified to _ 
first class printing at high speed, and at minimum 
The producing medium of the Rotaprint is a thin | 
aluminium sheet which can be inscribed by a 
of methods. AH your sales literature, stationer 
can be printed from this metal sheet, displacing 


NO TYPE 


Ma loose type is used: 
in the Rotaprint process. 


NO BLOCKS 
No blocks are required 
for Hiustrarions, 


SAVES TIME 


Perfect prints produced 
at 3,000 co 6,000 per hour. 


REPEAT PRINTINGS 

The metal sheet is fled 
away and ready for further 
prints at a moment's 
notie, ® 


2 
SIMPLICITY” 
Rotaprint can be oper» 
ated perfectly by a junior 
in your office, 


blocks and the laborious bugbear of typesetting 
Many leading Business Houses and Governinent: 


testify to the great savings effected since they inst coe 


Rotaprint. Read this extract from the Epst ¢ 

Magazine: pe ——— 
“Mr, CW. Burge, Stall Officer, Engingerdn-Chlef's Department, fas 
awarded the M.B.E. .., Exercising knowledge and experience gained. 
his official ducies, he has been festruvenes! in effecting considerhle say 


annually in printing and duplicating costs, in varlous departments by the. 


extensive develooment of the Retaprint systers.” 


wil particulars and FREE 
ration on your own premise 
ir showrooms app 





for every kind of f jure work 
analysis . . >. cheque and receipt writing . . . dividends . . 


invoicing . .. costing pa — posting .. . statements . . 
stores records . . payroll. poate. 


. in every kind of office, large or small 


banks ... insurance companies . . . government offices ; — 
railways ... local authorities . . . public utilities.. . stockbrokers = 
. manufacturers... wholesalers ... retailers... . etc. ES 


: . plus the expert services of the greate st 
ugh” Electric Calculator—the ony e organisation of its kind in the world 


ric key-driven machine—for rapid calcu- 


ee ee CONSULT BURROUGHS FOR BETTER BOOK- 
dand ease of operation reduce operator 


nd increase production. | KEEPING — THERE IS NO OBLI GATION. 


BURROUGHS ADDING MACHINE LTD., 136 — Street, Le ndon, 
Phone: Regent 7o61 (Private Branch Exchange), Branches in principal cities 


is the most simple of all Visible equipment— Install it | 
THE COUNTING HOUSE. In place of out-of-date bound 
and loose-leaf Sales, Bought and H.P. Ledgers. o 
THE STORES. For greater speed of posting stock records 
and better control of ordering. — 
THE SALES DEPT. Obsoleting your present Vertical Card ee 


—* Index which does not tell you “at a glance” those customers 
DR ESSALL) 2225 - 
o. 4. THE WORKS OFFICE. To keep “up to the minute” 
delivery promises. : Eo 


problems. 


Fan particulars on — ati ion to the original Bmtish 





OFFICE PRACTICE AND EQUIPMENT 


How The Calculating .Machine 


= 





AIDS ; 


Pansi-Pime ACCURACY 





These operators are using a wages and costing machine and electric calculators 
Illustration by courtesy of “The Railway Gazette" 





our major functions in the account- 

ing organization of this well-known 

firm are taken care of by a battery 
of eighteen calculating machines of the 
key-driven, non-listing type. These 
functions are invoice-pricing, invoice- 
checking, sales ‘‘dgy-book’’ totalling, 
and sales dissection. 

To understand the important part 
the machines play, it is only necessary 
to mention that the total number of 
invoices and credit notes to be handled 
in a year approaches 450,000—say 1,500 
a day. Each invoice has, moreover, 
on the average three lines, thus giving 
three sets of figures to extend, and each 
calculation has to be checked, making 
in all six operations per invoice. The 
total of daily sales is obtained, and the 
accurate dissection of sales under no 
less than forty-four departments with 
sixteen further sub-dissections in the 
surgical instrument section is achieved 
with routine accuracy. 


This is the Nature of 
* The Work 


The striking sales features of this 
‘firm of manufacturing chemists are the 
Wide range of commodities dealt in and 
the relatively small size of the individual 
order. The firm has always supplied 
its goods to the public through the 


wholesale houses and retailers and, as 
may well be imagined, seldom is any 
great stock of any one line carried by 
the latter. The result is a multiplicity 
of orders of small dimensions. 

The invoice is checked before dis- 
patch, of course, and it follows that 
strict accounting accuracy coupled 
with a considerable measure of speed 
must be achieved in the handling of 
these items in order that the prompt 
delivery upon which the firm prides 
itself may be maintained. 

The customer's order, after number- 
ing, is passed to a card-index section 
where name and address are verified 
and credit passed. At the same time 








The 


Experience of 


ALLEN & HANBURY 
LIMITED 


Manufacturing Chemists 
and Druggists 
ggists, 


— — —— — — — — — — — — 





noted. Each item on the order is then 
allocated to one of seven main com- 
modity groups designated by a number. 


How the Invoice 
is prepared 


The order is then passed to the 
invoice typing section which sets out on 
the invoice full details of quantity and 
description in commodity group order, 
but does not extend the prices. #@arbon 
copies made simultaneously provide the 
Ledger Docket for posting, the Pricing 
copy, Dispatch copy, Customer's Re- 
ceiving Note and Statistical copy for 
sales analysis by quantities. 

The pricing copy is passed over for 
completion by the insertion of price 
rates, and the calculators come into the 
picture for the very important function 
of extending each price accurately and 
speedily. 

The next stage is to bring together 
the invoice, ledger docket and pricing 
copy so that the prices shown on the 
latter may be transcribed by typewriter, 
to the invoice and ledger docket. 

e The accuracy of transcription as well 
as of original calculation are neatly 
checked in one opération by means of 
the calculators. Each item and the 
totalling is worked out afresh and the 
cast made. It is clear that a misread- 
ing of quantity or price, as well as any 
typing error is most unlikely to escape 
this searching check. b 
Totalling Daily * 

Sales 


"s . 

The day-to-day progress of sales is 
a feature of the business that receives 
close attention, and since*the elaborate 
dissection already referred to cannot be 
completed overnight, the total of all 
sales is taken as a prelimifary indica- 
tion. 

This, by the use of the calculating 
machines is readily obtained during the 
last hour of each business day, by run- 
ning through the edger dockets and 
taking off just the cash totals shown. 
The resulting grand total is then trans- 
ferred to the sales record sheet for 
comparison with the results for pre- 
ceding periods. - 


(Continued on page 38) 
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ept in those few firms where the 
york has been put on a proper 
asis, the correspondence depart- 
s, as a rule, the ‘“‘nobody’s child’ 

e: organization, allowed to go its 
way without effective supervision, 
yorking output unheeded, no one 
ig attention to whether it is oper- 
ficiently or not. Consequently, 
xpense contributes an overhead cost 
. — and excessive in com- 














al iness pr . 
oint, I advise him to check the pro- 
jon of every operator. Typewriting 
he easiest of all office work to 
f — e — 


RA are fone Guethoda of measur- 
typewritten matter—by words, by 
: by. square inches and by key 


— except in tyolng offices, it 
is not practic#lin the ordinary business 
Ss office, ‘Wis expense being too great. In 
the line counting plan, a standard line 
= most be fixed. It may be of any 
— length, ‘but the typist must always 
ase the sgme length. 
. The square inch method is applicable 
to all forms of typewritten matter that 
regular in form. Measurement is 
done by transparent celluloid scale, 
which; when placed over the letter, 
idicates the sqfare inches of type- 
done. Short lines, name and 
salutations, etc., are disre- 

















4 transcribing department at Cadbury Bros., Bourn- 
30 girls deal with the dictation from eight different departments 


Howance for these must be. l 





counts the actual strokes as they are 
made by the typist. This is the most 
precise method of all, since every stroke 
is registered. From an analysis of 
500,000 words ordinarily used in com- 
mercial practice, it is known that the 
average length of a word is five letters. 
Thus, including the space between 
words, every six strokes made on the 
typewriter are the equivalent of one 
word. 


What Does it Cost to 
Type a Letter ? 

Having ascertained the output of 
every operator for a period of, say, 
one month, and the total sum paid in 
wages, work out the average cost of 
transcribing 1,000 words over the entire 
typing staff. I can assure any business 
principal who makes this test that the 


How does the executive 
benefit by using dictating 
machine? 


1. He is independent of the per- 
sonality of the stenographer. 


2. He can do his work at the exact 
moment he wants to do it 
instead of having to wait until 
a shorthand writer is aval lable. 


3. He may dictate at any ‘pace at. 
which it is possible fof him to 
collect his ideas and to speak. 


4. By working alone he gains 
greatly increased concentration 
and thus makes more effective 
use of his working time. — 


5. He makes a net gain of 20% h in 
his eer time. | 


Save 





£1,300 

result will be a staggering surprise. But 
if it leads, as assuredly it will, to the 
introduction of better methods, the 
small amount of trouble involved will 
be more than justified. 

Let me say emphatically, that in my 
view the responsibility for a low typing 
output does not rest with the short- 
hand-typists. At least 80% of the 
waste which occurs in office practice is 
the management’s responsibility. Only 
20% is due to lack of application in ti 
imdividual. 

The reason for the high cost of typi 
output is two-fold. First, the : 
of taking down dictation in shor 
hand, which is extremely wastefu 
and, secondly, the difficulty of effec 
tive control of the transcribing due to 
the uneven flow of work. If these two 
causes—arni both of them are the ma: 
agement's responsibility—are — 
ated, the cost of handing busines: 
respomlence can be reduce 
one half, K 

Few people will deny t 
and surest way of reducing wo 
costs is met to reduce wages, 7 
increase the productive capacity of 
individual worker. Office mar 
beginning to realize t at 
tion is just as important. 
as it ig in the fagpory, . 
by this means can the 
the degree of effectivenes: 


necessary to meet future “business | “CO 
ditions. 














































Key Strokes a Sure Test 
of Output 


As an illustration of how office costs 
can be reduced, let us take, for example, 
a shorthand-typist earning, say, 50/-. 
per week, and making, 280,000 key 
strokes a week transcribing matter 
dictated to her. Now the same girl, — 
working at the same typing speed but 
transcribing from a dictating machine 
instead of from shorthand notes, would” 
be able to do 640,000 key strokes. It | 
follows, therefore, that one half of t e 
cost of. ‘transcribing can. be s VE 












‘the resul t ha 
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through his work more quickly, or 
alternatively, do more work. The 
economic saving under this heading can 
safely be put at at least 20%. 

The foregoing illustration of the 
economy possible is not a mere theory 
nor a beautiful but unworkable ideal; 
it is taken from the writer's personal 


experience. 


Why Executives Should Use 
Dictating Machines 


The dictating machine will reduce the 
cost of business correspondence as the 


typewriter reduced the cost of writing — 


letters, and for exactly the same reason 
it will secure a higher output from each 
individual worker. It is, in fact, as 
illogical to dictate to a shorthand writer 
as it would be to go back to writing all 
letters by hand, because it is bad prac- 

tice, economically and socially, to do by 


human labour work that can be done as 


well, or even better, by the automatic 
machine. All industrial developments 
have been built up on this principle. 

In March 1927, the first dictating 
machines were installed in the offices of 
Cadbury Bros., Ltd., at Bourneville. 
During the four weeks beginning Octo- 
ber 6th the same year, 20 typists tran- 


— 


Loud Speaker Helps Dictation 


n this page is a brief account by 

Mr. F. Hutchinson, late of Cad- 

bury Bros., who speeded up work 
by the introduction of the dictating 
machine. 

Another executive visited by Bust- 
NESS recently used his loud speaker 
phone as a means through which to 
dictate to his secretary. Instead of 
keeping to he pragtice which he had 
used for years, of using an electric bell 
to summon his secretary into his room, 
this executive merely ‘ ‘switched on’’ and 


spoke straight away to his stenographer. 


This plan, obviously, saved time for 
both these people. The executive did 


| 


= 


— = i — — — 
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type of posting unit D designed to give special advantages in conjunction with mechanized book-keeping. 
ring platform so that the operator can, with a touch of the hand, bring any tray into position without 
Pulling for posting” is obviated ; there is no carrying of trays ; the whole of an operator's time is concen 


the ball- 
yed seat. 


scribing from shorthand notes produced 
an average output of 270,606 key 
strokes for the period. 

In the same period the typists tran- 
scribing from the dictating machines 
made 637, 500 key strokes, an increase 
of 135%. In both cases the output was 
recorded by key strokes counters 
attached to the typewriters. This 
result naturally led to a considerable 
increase in the equipment of machines. 

At Bourneville the number of letters 
typed by a dictating machine operator 
is on the average 60 per day. A senior 
operator can average go letters per day, 
but a junior who is new to the work 
may only reach 30 per day. 

The shorthand typists average be- 
tween 30 and 40 letters per day, so 
it would require approximately double 

e staff to cope with the present 
number of letters if the work were all 
Baan by ahd | i 
Assuming that the labour cost of 
shorthand typists in any firm is, say, 
£75 per week, it is possible by using 
the dictating system, after making 
generous allowance for every contin- 
gency, to reduce this figure to an amount 
not exceeding £50 per week, thereby 
— a — of {25 per week or 


* vai to — up book and — 
and walk 15 yards or so into her 
‘employer's sroom. The stenographer, on 
the other hand, could start ‘‘taking 
roe a at once in a separate book which 

he kept immediately ready for this pur- 
— , she did not have even to move 


from her chair. 


Grievances Settled Quickly 


, he í following notice appears in the 
large general office of a well known 


said, ‘ 


‘There was never yet a grievance 
¿that could not be adjusted by 
“sensible discussion. If you have a 
grievance, therefore, please bring 
it tome. I shall be pleased to help 
you.” 


Such a notice would be of no avail if 
the office manager was of a type unsuit- 
able to give patience and a sympathetic 
hearing to employees of all ages. In 
the case mentioned abeve the executive 
was experienced and tactful. 

“The worst thing in a big staff,” he 
‘is to have those sullen ‘under- 
currents’, resented conditions or circum- 
stances whicl? the staff refused to 
to light before the manage for fear 
of ill-considered censu 


> 


Pictures and Drawings by Wire 


very useful service for the business 
man has been developed by the 
Post Office. Picture-telegrams 
of photographs (positive or negative) 
drawings, plans, , Written, 
printed or shorthand matter, can 
now be sent by wire from London 
or the Provinces to many — 


centres. 


At present these centres are “limited 
in number, but should it be required 
to send a picture-wire to destinations 
beyond any of the selected E 
towns, a receiving centre nearest the 
ultimate destination can be chosen and 
the picture-wire dispatched there for 
relay, thence by post. 

The fact of possibly having to relay 
the final part of a journey by 
post adds but very little time to the 
service; any delay is more than offset 
by the enormous advantage of being 
able to transmit, over the bulk of the 
distance, exact facsimiles of any photo- 


graphed, drawn or documentary matter. 


eAreas of a size up to 18 by 25 cms. 

can be transmitted at a cost of from 
2$d. to 4d. per sq. cm., with a mini- 
mum of 96 sq. cms. (a special minimum 
of 120 sq. cms. to Paris). 

Full details of this service are set out 
in a 4-page leaflet: ‘‘Picture and Fac- 
simile Telegraph Services,” which can 
be obtained from the Post Office. 


he account 


use, * card gnits run easily back ‘into the fire*protection cabinet at the end and can be instantly docked up 
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QUICKER « .EASIER e BETTER « Business 
AT LOWER COST | 


ook back, in your mind, over the 
p past year. What problems of busi- 

ness organization and planning have 
you had to face in that time? On how 
many occasions have you been dis- 
appoif®d or annoyed at some fault or 
ilure in the otherwise smooth running 
of your business? 

Have you been confronted with 
inaccurate figures, reports too late to 
be of use, a hitch in a mailing campaign, 
an order held up, an instruction mislaid 
. . . anything which at the time caused 
a certain amount of upset or bother? 

Now is a good time to marshal all 
those problems and troubles and to take 
them along to the Business Efficiency 
Exhibition at the Free Trade Hall, 
Manchester; it is open until October 6th. 

Here you will find not only the solu- 
tion to all your problems but also a 


hundred new and better ways of doing 


every kind of business operation c@n- 
ceivable. 

Probably the greatest developments 
shown have taken place in the field of 
mechanized accountancy. There are 
single machines: small, compact, fast, 
which will handle the whole of the 
accountancy for the small firm. There 
we machines also for every special 
phase of accountancy; machines which 
almost ¢liminate the human hazard and 
whjch are infinitely faster and cheaper 
than a room fyjl of human calculators. 

There are machines which will handle 


a whole mailing campaign from the 


printing of the letter-heads and letters 


‘to the filling, sealing and franking the 


envelopes ready for post. 

It is an exhibition which will 
show you how you can cut your 
costs, speed up your work, increase 
its accuracy and make life for your- 
self and all youꝝꝶ employees far less 
fatiguing and more enjoyable. 

It shows you how to do better 
business and at lower cost in every 
department. 


Just a brief outline of what the 


various stands contain : 








If you CAN: go to the 
Business Efficiency Exhibition 
at the Free Trade Hall, 
Manchester. 


If you CANNOT: read this 
outline of what 60 manufac- 
turers have produced in the 
way of Machines, Systems, 
and Services to enable you 
toconduct your business with 
greater speed, accuracy and 


HIGHER NET PROFIT. 





t & 2. Chatwood Safe Co., Ltd.—Fire- 
proof safe cabinets, and ledger card con- 
tainers which can be made to fit into pre- 
sent desk scheme, are offered. Fireproof 
roll-top ledger desk accommodates over 
10,000 accounts — and safely. 
Economy in floor space, ciency value 
(one clerk only needed to look after it), 
and safety margin make it an attractive 
proposition 

3. Muldivo Calculating Machine Co., 
Lid.—Mechanical accounting work done 
by these machines is far more satisfactory 
than work done by. old unmechanized 
method, for accuracy combined with 
speed. Wide range of models is shown, 
including new ‘‘Super-Automatic”’ electric 
calculating machine. Performs all opera- 
tions mechanically, and does not need ser- 
vices of a skilled operator. Portable 
‘‘Barrett’’ adding, listing, subtracting 
machines also exhibited. Suitable for 
accountants and other itinerafit business 
men. Electric and hand models available. 

4. Hayward Company (Addressing Mach- 
ines), Lid.—Besides use for addressing 
envelopes, ‘‘Elliott’’ addressing machines 


ecan be used for work on pay sheets, divi- 


dend sheets and warrants, rates books, 
policies, renewal notices, receipts and 
many other parts of clerical work. Print- 
ing of short messages can also be done 
on post cards by the Post Card Printer 
and Addresser. Excellent feature is the 
visibility of the work. 


5. Halsby & Co., Ltd.—*‘Protectograph 
cheque writer imprints the actual amount 
in words in acid-proof, indelible ink, mak- 
ing it unalterable. ‘‘Todd’’ signature 
machine, for signing cheques, is equally 
safe and efficient to use. 

6 & 19. Underwood Elliott Fisher, Ltd. 
—The full range of ‘“Underwood”’ type- 
writers is shown, including a new standard 
model No. 6, with built-in decimal tabu- 
lator. ‘‘Underwood’’ and ‘‘Sundstrand” 
billing and accounting machines, designed 
primejiy for simplicity of operation. 
"Ei Fisher'’ writing and accounting 
machines have accomplishment unique in 
accounting machines, of being able to 
write in a bound book. 

7. International Time Recording Co.. 
Ltd.—Every possible type of time recorder 
is shown here. ‘‘Recordo-lock’’ gives a 
record of opening and shutting of doors. 
Useful both for strong rooms and for 
checking up on night watchmen. Publi- 
city ideas given by ‘‘Cloisonne’’ clocks. 
This stand well worth visiting. 

8. Adrema, Ltd.—Wide range of address- 
ing and duplicating machines. “Ava” 
addressing duplicating model can produce 
4,000 prints an hour. Plain paper is fed 
into machine, and letter heading, ane 
nature produced in one operation. l 
‘‘Adrett’’ hand machine of particular inter- 
est to business men with small or moderate 
sized offices who have not sufficient mat- 
erial for a large machine. Performs most 
of work of big brother with commendable 
efficiency . 

9. Kaye's Rotaprint Agency, Lid — 
Rotaprint’’ can duplicate, print, make 
illustrations, without use of stencils or 
blocks, by substituting a flexible metal 
sheet on which it is possible to draw, rule, 
and typewrite. Printing can be done with- 
in two minutes. This machine shows ex- 
actly how efficient it is possible for office 
printing to be. Only one operator needed, 
and simplicity of machine is such that a 
few hours’ training make operator expert. 
See also announcement on page 31. 

10. Remington Pypewriter Co., Lid.— 
Remington adding and accounting mach- 
ines. Cross accounting machines do all 
work of vertical adder, and throw up bal- 
ances in addition. ‘‘Cross Ay 
machines designed specially for use in 
smaller businesses. ‘‘Dalton’’ adding and 
listing machines also exhibited. All models 
obtainable both for manual and electrical 
operation 

rr & 1ra. Library Bureau, Ltd.—Fire- 
proof office furniture of all sorts. A re- 
cent public test showed that Li 
Bureau safe cabinets can be heated to 
almost 2,000 degrees, without interior 
being in any way affected. This stand 
important for men interested in record 
preservation. ‘'Kardex’’, on Stand rra, 
provides a highly efficient management 
system, specializing in cost cutting and 
prevention of waste. See also announce- 
ment on page 40. 

12. National Loose Leaf Co.9 Ltd.—Vis- 
ible records, and loose leaf ledgers are 
shown. A number of special orders exe- 
cuted for famous firms for-improved cata- 
logues @ salesmen’s portfolios show verfa- 
tility of these systems. 

14 & 31. Block & Anderson, Lid. — 


é (Continued on page 40) 


ing times. Trade is 
— the 


Öne of the transcribing departments al 
at M — 


Write for details and catalogue. 


BRITISH THROUGHOUT — With — =a 


| GLEDHILL-BROOK |eXtending to t 
TIME RECORDERS L? corners — the JSTRIES 


| ad py "thel . 

| departments. An equipmen 
100 EDIPHONES at some o 
provincial centres and at ti 
Office at Millbank is their m 
ensuring instant readiness | 
every demand. 


because “System” Desk Calen- 7 : Technical advances in the desi n 
3, with your business an- gw / 
a nouncement — prominently “teed del the PRO-TECHNIC Ediphone ase 
put onobigusively en each Daily Fimke- mipan a new recording unit of unsurpassab 


‘Sheet, will keep your goods or — 
service before the notice of cus.. —— lifelike tone and several other feature 3 


‘tomers or prospective customers — a 

every hour of every working day ay Oe of practical improvement. 
throughout the whole year. Being hee 

“of exceptional utility, they are 


assured of preservation and regu- , > i i — 
lar use, and as they command Write for full particulars to 


“gher aride of ek squiment Tnonas A. EDISON LTD. 


! ‘they constitute the best form of so, : : 
continuous publicity at a mini- . E Victoria House, Southampton Row, Londo WGI 


“mum cost. Branches and Dealers in all Principal Citigs ae 


Without obligation Fill in md — the coupon 
below and you will receive a quotation that will 
: be agreeably — 


“To: SHAW PUBLISHING Co., Ltd., 
6, Carmelite st., London, E.O.4. 








{ Continued fom page 33) 










req u | re of Thus the machine method enibi 
IT? od] the sales day book of ordinary account- 
” OFFICE EQ U I PM Er ‘ting to be entirely dispensed with. 


‘Efficiency 

















- Equipment built on scientific lines to assist output |] How Sales are 
of users? Trouble-proof, easy running drawers? Dissected — 
Economy - in both initial and upkeep costs? © || The ledger docket has printed on a 

P| df f , t? į wide strip at the foot a number oio 
lanned for economy in floor space, i.e. rent! || squares each with an abbreviated title 
A a : i , | | corresponding to one section of tke 
A a - In line with the modern trend? | sales PEA e 
x In executive designs—-that built-to-measure look? | The dissection clerks take thee — 
|| dockets and with practised ease mene < ć ć 
ce In General Office patterns—neat, tidy, work-assisting? | | tally classify the items by sections, 
- Send for THE PROFITABLE OFFICE and read how Shannon Standardized transferring the selling price shown o 
e Equipment will give you these advantages and provide the basis ofa [| against each item to its appropriate 
SYSTEM that will pay big dividends. Seng your card to-day marked THE |} square. Ue 

PROFITABLE OFFICE-—Free to Principals. || The calculating machine operators — 


ii then take the dockets in batches of © 
|i abort roo and rapidiy 3 ran through; e 
|| taking off the ia es iro * 

| cessive —— 



















ie sheet, Asa è “k, t the e a he tot 
Standardized Office Equipment | | from the dockets and agree the fig 
|| thus obtained with a cross cast of i 


RIAL HOUSE, 15-19 KINGSWAY, W.C.2 | analysis * sheet entries, Tine, any erre 
eet hee |} is localized and involves at most 
Bristol, Glasgow, —— — Newcastle-on-Tyne and | | repetition of the work on one hundre 

|| dockets only. 

-| By breaking down the very 
| number of dockets to be handled d 
land the elaborate dissection in 
way, the utmost speed is atta 
witb accurate Working; whilst 
] machine system is 38 simple as 
| well could be, 




















General Purpose Uses 
yor the M achin py 


| Another very interesting opera 
(is carried through upos the same 
tmachines—-that of charging the inter ee 
departmental transfer of goods. — 
| When, as in this case, a great variety _ 
[of items in all stages from the mawo 
material to the finished goods oi 
|carried in stock, the inter-depart- 



















a a à R RY 8 No ordinary adtustable lampan extraordinarily, instantaneously efficient 


| mental transfers are bound. to assume. 
lamp, The ANGLEPOISE holds a thousand and one positions withoet A 


i’ | considerable proportions. —— 
BIC) E m om, deviating in the slightest. — 
BIN — L E POI St It assumes any required position within gft. Gin. radins or yiL circle-~ : Actually, SODA 2, GGG transfers ae ae 
L Mp without drooping or ‘Hopping’. | place each month and these are Gea 


Makes a @o-watt bulb work harder than a 6e-—think of the saving! — 
It ig amazing what the ANGLEPOISE does—you can twist it this way | with for stock control purposes by 


and thet, sideways, slantways, upside down (for diffusing)}—~all the fine | means of internal transfer dockets: a 


— — — — ee kshop In this case, however, the prices” ; 
weal for reading, writing, tracing, etc. Indispensable in garage, workshop, | i 
office, laboratory, Goodiooking. too, with solid base polished black. AÑ | extended are, of course, cost prices 


fittings Tassi possible quality. C hrominn-piated ——— je hs ito the department concerned. The eS 
black finish (3.3.0 (carr. paid U.K Also models to fix to gall or table. | extension work is carted ont and 


— eS & SONS LTD., REDDITCH | checked in similar fashion to that on 


the invoices and as a result the stock 


|records are free from any error irom- 
aei ae 










— — this source. — 
———— POSTING MACHINE In addition to this principal- iune- — 
BURROUGHS 1 COLUMN DUPLEX MACHINE ee — — 
MORRGE CALCULATOR : 

AM. — — 
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— — Taly 
ufficient has been given to enable 
the | plac r 
2 A anization to be adequately 
p. Ibat- the function of 
d accurate computing. has 
0 : : superficial value is obvi- 
us, however, when we consider the 
volume to be handled and the intri- 
cacy of the work. 
Te first cost of the machine ist 
moderate; the operating personnel is 
not expensive: in comparison to. the 
size of the business and the system 





of control, for the operators can at all 
times check their work as they go. 

In fact, one would be hard put to it 
) suggest any mechanized system that 
uld perform the work detailed at so 
tle ‘expenditure, 


in Competitor 
d Our Trade 
trom page 8) 


are. employed directly by the firm, 
but they work in close conjunction 
with the electrical contractors. When 
rvice is required the customer usual- 
ly gets intg touch with the agent, who 
then sends the fifm’s expert out to 
attend to the matter. A report is then 
made both to the firm and to the 
agent, so that if a large renewal is 
Necessary it can be supplied via the 
agent, and if a small adjustment or 
_Tepair is necessary it can be made 
_ immediately. 
All this helps to maintain a perman- 
ent service. With such a product as 
a. lighting plant customers must 
= never be allowed to suffer a fault 
for. a moment longer than is neces- 
sary. It is because the firm has 
kept the percentage of failures so 
small that it has been able to sell such 
a high volume. All its activities are 
bent on making an efficient lighting 
lant, and keeping it efficient. The 
fficiency which Listers have obtained 
the factory devoted to the 
this lighting e(uipment 
tha 


















has the merit of simplicity and ease | 
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(Normally £11 . 18 . 6) Delivered to your door, 
NEVER have such 
Desks been" cffered a 
bought from a maker whe 
third the proper figure. Bey o 
are now crowding our ware- ; 

ouse d the frst ge 
30 only OAK plan chests house. an he fret. two 


42 x 29 Clearing at £7.17.6 | hundred must clear at ‘only a 
54 x 32 — Boake £6 each! z 


Seize this chance ... ACT 
NOW—you risk nothing. The timber alone in the oe 
desks is worth the price. If you are sceptical we will 54 
send any approved customer a desk on 7 DAYS’ FREE | 
TRIAL !—Judge for yourself! i 
Also aşk for our sale list of Chairs, Cabinets and Desks of | 
But in any case do NOT miss the a at 
ACT NOW! 


Your address scribbled across this advertisement wil me our sade xt at — 
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£6 desk offer. 





Branch SI owr 


' ing of the pas t 


Competition is going to be keener in the future than it has ever 
_ been—but it will not be a competition based on price. It will be 

a competition of planning, of merchandising ideas and abilities 
with other merchaffdising ideas and Capacities. 


The era demands new methods. Merchandising ideas will 
Bot end with a good slogan or a compelling pack. More and 
_ tore merchandising ideas will spring from facts—the facts of 
consumer demand—the facts of distribution outlets, and the facts 
of past and current performance with those outlets. 


There are but THREE WAYS T@ INCREASE SALES and 

_ these three ways are explained in a folder we have prepared in 

ollaboration with many of the keenest men on the marketing 

cof industry. Hundreds of well-known firms in this country 

prosecuting a more inspired, more vigorous"and more profitable 
policy afterjadopting this new basis. 


r your copy of this folder—the coupon below is 


r convenience. 
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rdex Business Development Bureau, 1 Leadenhall Street, 
- London, E.C.2. Tel. Monument 3921 
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The ‘Calendox” perpetual date- 
cancelling calendar REQUIRES 


NO REFILLS. 


The “Calendox” Non-Skid Desk 
Pad does not slip on a smooth 


ii surface. 


: | Either article can be Gold Blocked with your | E tu 


| P 
(at one operation. ACAN 
| working on same reproducing principle, 


i tor’’ adding machines. 


| stamps. 


| of every sort. 


rotary reproducing machin 

t known of their kind, can pro 
ies of material in several colours 
i Book-keeping machins, 


and simplex” machine for use on pay. 


| envelopes, factory tags, work labels, ete., 
fare exhibited. 


Additions to range of 
famous “Transviga’’, ‘Mercedes’, “Vies 
A portable elece 
trically-operated “Victor’’ model is pare: 


| ticularly interesting. This firm also shows 


a wide and very comprehensive range of | 
mail room equipment. The Poko” macie 
ine entirely eliminates the use of loose 
A. stand of outstanding interest, 
15. Powers-Samas Accounting Machines; 


| Lid.—Machines constructed specially. for 


sorting and tabulating of business records 
Can deal with general. or 
cost accounting work of any organization, 
as wel as with the statistical work. 

‘“Powers-Four’’, a special battery of auto- 
matic accounting and statistical machin- 

ery, is designed for the small or medium- 


announcement on page r: | ats 
18. dn C. Smiik & Corona Ty; 


| Lid.—-Both the standard and 


model are known the world 
have the “‘Ploating Smith Sh 
“Piano Key Action’. Feature 
model is its ability to do half-spacing 
The ““Maxispeed’’ addresser isen efficien 
continwous stationery fitting to the type 
writer, The “Cartonia’’ indicator systers 
is an ingenious provision to prevent undue 
interruptions of busy executives, and 
waste of time generally. Every. business... 
man would be well advised to examine it. 
An improved ‘‘Marchant’’ calculating 
machine is also on show. — i 
20 & 28. Addvessograph-Multigraph, 
Lid.—Addressing. and duplicating mach» 
ines for all purposes.. Cabinet for filing 
the plates used for addressing, with special. 
water and fire-resisting properties is ex- 
hibited. The ‘“‘Multilith’ is an office: 
litho-printing machine, admirably simple 
tO use. l 
zx. Bar-lock (1925) Co.—Fine range of 
standard and portable typewriters; new 
key-lever action increases the speed of the 
machine. Special attachment also on view. 
for columnar work and invoicing. Steel 


is offered; = 


for ks 





stems for card 
ll records, with a dis- 
oi signals.. This system 
est to dealers in hire 
Examine it. See also 
OR page 32. 

ritish Tabulating Machine Co., 
~The “Hollerith” electrical tabulat- 
ig and sorting machines perform statisti- 
al duties with a speed and accuracy 
superior to hand methods. Firms 
wishing to purchase a machine can 

work done on a service basis. 

. Thomas A, Edison, Lid.—Re- 
esigned, dust-proof, ‘‘Pro-Technic’’ Edi- 
yhone is a most useful piece of office equip- 
nent. New recording unit increases 
ficiency many times over; pleasant to 
ok at; harmonizes with any office. New 
Executive’ Ediphone similar to above, 

mgh not so sumptuously appointed. 
nine new features, each of them 
sing efficiency. See also announce- 
on page 37. | se 
“Addressall Machine Co.—Star_ point 
hes chines is the use of “‘Index- 
combined index and stencil, on a 
machines suitable for busi- 

size. No director who does 

an afford to disregard this 

ṣo announcement on page 


all types of businesses. 


“of the time and money- 


£ the machines 1s pro- 

ed by the manufacturers 

ers free of charge, and 

f can then be trained. 

yptwriter Co., Ltd. 

andard, British built model 
‘changed in a few seconds for 
“another style of type or another 


Kon model is a miniature reproduction 
tandard model 50. Light in weight and 
‘trongly constructed, it is invaluable for 
salesmen or tra¥ellers. © | 
32. Percy Jones (Twinlock), Ltd.— 
Loose leaf books are now a recognized part 
of modern office equipment; here are 49 
different ‘‘Twinlock’’ models. Accounting 
machine equipment and compact visible 
record loose-leaf equipment are also shown. 
33. Dictograph Telephones, Lid.—Valie 
of intra-office telephone systems is now 
universally — recognized. “'Dictograph”’ 
system has a master station and sub-sta- 


tions of various types, making immediate | 


onferences of executives possible. Else- 
where in BUSINESS is a report of one busi- 


ness man who has saved real money by an | 


intra-office telephone system; read it, then 

look at this exhibit. See also announce- 
ment on page 43- 

34. Ellams Duplicator Company, Ltd.— 

secially interesting is the M ro electrically 

n, fully automatic rotary duplicator 

gle lever control. Speed can, be 

to maximum of rro per minute. 

for two-colour printing is also 

idth cated by 


“Portable ‘Imperial Good Com- | 


ingreased from 60 copies per | 


ON TYPEWRITER RIBBON COSTS ~ 
YOU DON'T BUY WHEELS EACH TIME YOU FIT — 
NEW TYRES. WHY THROW AWAY TYPEWRITER 
RIBBON SPOOLS EACH TIME YOU FIT A RIBBON? 
Used typewriter ribbon spools represent about one 
quarter of the cost of typewriter ribbons — 


@ This offer is made in 
order that the experi- 
ment may be well worth 
your while—it cannot 
be duplicated to any 
one firm. Special rates 
to large buyers. Write 

for 2app. booklet. 


and Carbons. Please post your “order 


RIKARBOD 


28 VICTORIA STREET 
LONDON, S.W.1 
Telephone VIC. 9488 2 


INSIST ON INSTALLING AN 


* 


_ for 













ARE SO NUMEROUS THAT 
ONLY A DEMONSTRATION 
_ WILL EXPLAIN THEM 





the past few weeks machines have bess sup 
pipra 
tash Co, Lid; W. & R. Balston, Lid. 
3 Cream Barley; C. T. Skelton & Co., Lid.: 
vie Association; Ferodo, Lid.: Tubbs, Lewis 
Ltd; aoseph Lucas, Lid; Kynoch, Led: 
ly (G.B.}, Ltd; Hayward & Sen, Lid: 
sence Co., Ltd; Austin Edwards, Ltd; 
Cropper, Charlton & Co. Ltd? Stan- 
d.; W. Holling & Co., Lad: Tecale- 
J. Fie, Led.; Sutton & Sons, 
gering Co., Ltd.: Callard & Bowser, 
ate, Lid.; Benjamin R. Cant & Sons, 
wood & Heald, Lid.: Car Mart, Lid.: 
Co, Ltd: Philips Lamps, Ltd. 
and many others in England and abroad. 


COMPLETE (OUTFITS FROM 
10:0 to £85:0:0 


JN OPERATION ON- 

































RADE HALL, MANCHESTER 


AGENTS EVERYWHERE 










ole Manufacturers : 


, ALDWYCH, LONDON, W.C.2. 
PHONE : TEMPLE BAR 3253. 












RN FLOORING 
LINOLEUM 

_ RUBBER 

LESS COMPOSITION 
: CORK PARQUET 

— for SHOPS, OFFICES 





amples and quotations will follow 
" your enquiry 





| By A. J. COLEM 


LABORATED. 





a k 


o part of an office or factory is 
N subject to such continuous wear 

and tear as the floor. Conse- 
quently, to a greater extent even than 
lighting, the factor of flooring has to be 
considered in the overhead costs. Floor- 
ing, therefore, just as lighting, heating 
and ventilating, has become the study 
of experts, who have examined the sub- 
ject from all possible angles so as to 
place their knowledge at the disposal 
of floor users. 


A Floor Should Answer 
These Requirements 
Taking flooring in general, flooring 
for both offices and works, there are 
certain definite things which it must do. 


r. It must have as long a life as pos- 
sible no matter to what amount 
of wear it is subjected. 

2. It must be easy and inexpensive 
to repair so that there is no 
excuse for leaving worn patches 
which cause accidents, 

3. It must deaden noise. Unneces- 
sary noise is nerve-racking and 
militates against efficient work, 

4. It should be of such a nature as 
to be as warm as possible in 
winter, 

5. It must be hygienic and easy to 
clean. 


For offices, one of the best types of 
flooring to use is plain, humble lino- 
leum over a cement covered floor. When 
we think of the cracks and bulges which 
are often seen on well-used linoleum 
covered floors we are apt to doubt this. 

With no intervening shock absorber, 
the linoleum has to fit itself to all the 
irregularities of the floor. It expands, 
cracks and bulges where there are small 
pockets of air; it is washed with soap 
and water, and the water permeates 
through the seams, rotting the under- 
side of the linoleum and sometimes the 
floor as well. 

The modern method to overcome 
these drawbacks and to make the lino- 
leum covering one of the most efficient 
on the market to-day, is to place a 
shock absorber between the cement 
floor and the linoleum. This usually 
takes the form of a thick pad of felt 
entirely covering the floor. 

Owing to the nature of the felt, any 
minor irregularities in the cement floor- 
ing are filled up, so that within reasofi a 
level floor is assured. The felt also acts 
as a buffer against excessive expansion 
and contraction, and the annoying 
necessity for cutting the edges of the 
linoleum after it has been down for a 


*short time is obviated. The felt pad 
| also eliminates noise. — 


If a linoleum floor is properly cleaned 











the wax does not always permeate the 
porous surface; it stays on the top tora | 
ing a dangerously slippery film. Cleans — 
ing materials are now on the market 
which are partially absorbed into the 
porous surface of the linoleum, and give. 
the actual surface a polish. 
Rubber flooring for offices is also 
iavoured by many business men. Rabe z 
ber has the quality of eliminating 
noise almost entirely. It has, in adobo — 
tion, very long life and is easy to clean. 
It is, however, comparatively high 1 
first cost. on 













ness in individual blocks is a freq 
cause of bad accidents, This type 
flooring, though easy to ke ep in r 

is not cheap in first c 
noisy, and inclined to be cok 


Mechanical Cleaning Cheape: 
and Best — 

The factor of efficient floor clea 

is important from the hygienic poi 
view and from the point of over 
costs. In floor cleaning, ag in 
other routine jobs, hand methods Hz 
been replaced by machines which w 
do the work fat better, quicker a 
cheaper. J 



















* 





floor scrubbing and drying m 
with which one operator can, wit 
fatigue of stooping, effectively s 
and dry a floor at the rate of a į 
21 inches wide and 10o feet long 
minute. And in the process, all- 
sonal contact wigh dirt, water or : 
is entirely avoided; the machine is qu 
self-contained . — 
Machines are also available for wa 
ing and polishing, at a speed which | 
would take a whole army of manna 
cleaners to approach. | 
For warehouse floors and. g 
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are difficn 

























“COs 


from page 41) 
or smaller firms, other 


yes. | 
5. Vick, Ashworth & Co., Lid--A 
comprehensive range of loose-leaf books, 
tiple forms, and filing systems for the 
fice. A range of office stationery 
Iso shown. | 
Ga. Avi Metal Construction Co.—~-The 
metal desks, fling cabinets and general 
office equipment here 
ygienic, séfe, easy to use, and satisfactory 
in appearance. This steel furniture has 
fire-resisting properties which make it 
really important from the business-man’s 
point of view. 









_ Lid.—This fine range of the most modern 
developments in loose-leaf ledgers and 
_ visible index. equipment deserves the 
attention of every visitor. World famous 
MopeChat fire files, have stood up well 
to the rigorous tests applied to them. The 
 band-operated, punched card system is 

inexpensive, and should appeal to all who 




















want analyses made without employing | 


Efficient before and 


is equipment helps to ensure it. Cuts 


ime recording and/or job 
me interest to cost account- 
Managers. ‘‘Facsimo’’ 
eS Of id qra save overheads. by 
ing office forms of all sizes from small- 
Jabe 6 forms 18ins. by 36ins. 

s the gap between typewriters 
ting machines. See also 
age 37. 
Supply Co., Lid.—-All 
ting are shown here. 
Is “are of particular 


z4 g deal of typist’s time. It can 
be used for handwritten dockets. _ 

& 45. Lion Company, Ltd.—The well- 
yn range of ‘‘Lion’’ typewriting sun- 
“4g here exhibited as well as the 










“New. seli-feed@ing rotery duplicator can 
_ print up to 10,000 copies of menus, class 
forms, etc., at speed. 

46. = Gilbert Wood (Arithmetical 
. Machines) Lid-—A long range of calculat- 


me ing machines, including the ‘‘Plus’’ Rapid | 


_ Adding Machine. This has only five keys 
dn each column, Expert advice is given 
on all business problems involving calcula- 
tions. See also announcement on page 4. 
47, Columbia Ribbon and Carbon Manu- 
facturing Co., Ltd.—'‘Classic’’ and ‘‘Rain- 
_ bow”: type 
..eolours. ‘‘Nonstick’’ pencil carbons give 
200 copies from each sheet. 
48. Kalamazoo, Ltd—Justly famous 
>o yangë of guaranteed loose-leatf books and 
| binders. New ‘Double Fast’’, designed 
specially for machine accounting, can be 
= -eonverted quickly into a card ledger. 
_» Admirably compact. In the “Kalamazoo 
Strip Index” 9,000 items can be kept in 
one sequence; 220 fully visible at one time. 
This stand°is worth everyone’s attention. 
See also announcement on page 19. 











| 


exhibited are | 


38, 39 & 40. Copeland, Chatterson Co., | 


ssuring that only hours worked | 
<The ‘Clipper Recorder” is | 


arayon Supply Co., Lid.— | 
stationery exhibited here | 


jon Duplicators’ and ‘‘Menucators’’. | 


writer ribbons; carbons in five | 
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During thosg rush moments when 
you require to be in ten places at 
once, that is when the DICTOGRAPH 
system of house telephones will 


i 

| 

| 

| 

| efficient “assistant.” Not only then, 
| but at all times this unique instru- 
| ment will truly be an asset to your 
| organization. 

| INTERCOMMUNICATING— 
| AUTOMATIC LOUD-SPEAK- 
ING--The Dictograph Tele- 
| phone System enables you- 
| 


flick of the key—to 


1. Get through instantly 
to any departmental member of your 
organization, without turning a diai, 
calling Exchange, holding an ear- 
piece, or speaking into an insanitary 
mouthpiece. 


2. Talk naturally to him, 
without raising your voice and with- 


from your usual attitude. 


E pons 


| 


öAßTTTTCC.CCCCCC— — — — — * 


——— — —— —— — 


WINTER WISDOM 
demands an efficient cash 

tering system. The 
‘Monarch’ indicates to cus 
tomers the amount of pur- 
chase by tablets and gives =e 
you a separ®e check on M 
paoted detailed strip. A tri- 
umphol British workmanship 


Send for calalague AA E > * 
3. K. Ukbant & SONS, LTB., 
SO, Trinity Werks, HALIFAX xz 





GLEDHILL'S 


ef 


TO ANY 
BUSINESS 


prove your most helpful, rapid and — 


as Principal—by the merest 


out moving from your seat or even- 








in Remembrance” 












3. Hold a Conferer 
between several of your i 
mental “heads” without an 
leaving his Qepartment “leaderiess . 
4 Hear their replies . 
through a loudspeakeraus « 
as if they were standing at yo 
if you wish your replies to be for yor 
own ear only, an earpiece is provided 
5. Retain both ha: 
to write or hold papers whilst 
talk, or even walk about 
or dictate your letters, 
6. Secure right r 
inapolite manner over ot 
versations between your 



































































































DICTOGRAPH TELEPHONES L 
Head Office and Works: 
AURELIA ROAD, CROYDON 
London Sales Office: ABBEY HOUSE, WESTMINSTER, SWI 
Telephone: VICTORIA 2714 a Hines} —— 


BRANCHES LONDON, MANCHESTER, BIRMINGHAM, GLASGOW, DUBLIN, = 
BELFAST, LEEDS, BRISTOL, NEWCASTLE, CORK, sone 


Ete. 














| ARANGE of EXCLUSIVE GIFTS 
| SUITABLE FOR EXECUTIV 









NOVELTIES _ 









Samples & Lists on Re 





ing, it is better to operate on restaurant 
lines and allow operatives to choose at 
lunch time. The simplest cash system 
is a fixed price lunch with tickets of 
this value on sale at the door, The 
tickets are exchanged at the servery. 
In this connection, much time can 
be saved to the employees by the use 
of automatic ticket issuing machines. 
Workers do not want to waste any of 
their lunch time waiting in queues | 
before a girl in a pay desk. The ticket SMALL PORTABLE APPARATUS 
issuing machines permit this to be nee at ae ae: 


avoided; also, they are more efficient All Problems of AIR PURIFICATION 


and accurate guardians of the cash than * | 
their much slower human counterpart. DEODORISATION, etc. solved by 


e — —— 
CHARTS TELL ee ag 
YOUR BUSINESS STORY |] AAN EX AIR FIL 
— OZONAIR P 


That is why two large manufac- 
turing firms directly employing 
approximately 22,000 have 
— ranged schemes for their 
~ į employees with | 


„The Ideal 
Benefit Society 


` These schemes provide for 


ete Pain est fas — ————————— —— — NAMAN AA Nai ta Ct any mess —— : 


searching all the while to plan econo- | | 
mies. To him, up-to-date information PLAN 
is everything and that raises a very big |] vt 
question to be solved in the control | 
methods of every business. DEPT. “sy” 
How to Use ‘Accounting’ and — HOUSE, —— ties un J 
‘Operating’ Records | se inn he | 
Certain kinds of information can be | or — — 
obtained really red-hot providing there | | i 
are the necessary facilities. For ex- |. Simple ventilation 
, ample, with statistical machinery the |. | : š 
n the event of | | sales figures can be analysed daily in i | 
demise of the || the most complicated business. “But 
his is arranged | | when it comes to groups of expense 
on accounts, there are outside factors 
to be considered. Suppliers’ invoices | 
must be awaited, various adjustments 
have to be made, and other time-con- 
suming barriers stand between the in- 
curring and the recording of the 
expense. 
Thus two types of records become 
necessary which may be described as 
accounting and operating. The ac- 
_ the member's property and all counting records will be used for 
Of er fire and general insurance trend information, for the study of 
except motor insurance) can the general development of the busi- 


fe Assurance 


whic! also conducts all classes 
of Life A i 


vered at competitive rates ness is not seriously affected by a 
ee difference of six weeks. The operat- | 


— | | ing records designed to check expendi- 
ideal- Five & General ture must be close to the event to be 
EEEE effective. That nearly always means 
Ip: nce Co Limited making estimates. Analysis of the 
eee "y individual business will alone show 
jus, at one address and under which are the cardinal features to be fi Vi 
contin nn ali the normal ||| inating can be cared,” SN t | Fyne re 
contingencies. of life provided In the main the big decisions result- a —— 
— if | ing in changes of policy come as a result EXPELS USED AIR 


of the study of the long term trend 


y not drop a@ostcard enquiry to || | ánformation, but it is the constant daily | $ SSY TO FIX. : | PRICE 
a ip | watch over all the detail which pro- | | ; ie 
duces healthy trends. It should beli 
the purpose of the Operating Manager 


to avoid the des t 
wholesale slaugh 





building he may be, or to issue instruc- 
tions to all departments. The larger the 
organisation the more use the system is. 
50, 51, 52 & 53. Burroughs Adding 
Machine, Ltd.—Every conceivable mech- 
anical aid to accounting and office work 
is here exhibited. The range is too well 
known to need comment, but the new 
“Electric Carriage” typewriter, designed 
to make ing easier by eliminating 
necessity for d-shifting of carriage and 
capitals is a real addition to this remark- 
able e of products. The correct 
ture hates ie ano worth close —“ 
tion. See also announcement on page 32. 
54. K. H. Michaelis & Co., Ltd.— 
“Roto and “‘Speedo’’ duplicators work 
either manually or by electricity. Copies A Lamson Tube Terminal in Insurance Company's Office 
can be run off at 90-100 per minute. 
Electric “Roto machine folds 5,000 to 


Novae || HASTE - SAVES - WASTE.4 


Ev sort of office chairs; minimize 


bysical fatigue by promoting a correct . . 
——— — — efficiency. This Lamson quickly, accurately and quietly 



















































equipment is among the most important conveys your messages, moneys or goods— 
in business. Experts are at hand to . 
explain it. up or down, over or under, in and out 
56. Cosmos Typewriting Co., —— 
‘Standard and portable ‘‘Olympia’’ models 
built on aint ium <n alg —* light- Always sure 
ness. Vertical Tabulator el is designed 
Specially for invoicing at speed. Always prompt— 
57 & 58. Fanfold Ltd.—‘'Speedoform”’ Al fid I | 
continuous stationery can now be used on 
practically any typewriter or billing ways conti entia 
machine, increasing typists’ efficiency by i a 
one-third. Autographic registers for use 
when a copy-control of hand-written re- H AS TE- BUT NO WASTE e 
cords is required are also shown. Look at 
the demonstrations carefully; you may see R A TH E R 
a money-saver here for your own problems. 
See also announcement on page 2. . . . e 
59. D. Gestetner, Ltd.—Guaranteed A definite, tangible saving in 
manual and electric duplicating machines, motion—labour and waste—time 
with selfgadjusting grip to suit various 


thickness of per, stop automatically . . 
when required — — has been USA BLE in all lines of 
printed. Speed can be regulated to suit Business— Let the Lamson 
style of work in progress. BANKS OR BAKERS Engineers analyse your 
ee: — —— Methodi oh STOCKROOMS communication and car- 
‘Nimblex”’ visible loose- an : - 
"Moorespeed”? loose-leaf book for machine OFFICES rier problem—and make 
accounting are two examples of a wide and RESTAURANTS their suggestion to you— 
durable range of office aids. See also the HOTELS 
improved binder which eliminates all SHIPPING NO OBLIGATION 
exposed rivets. Works 

61. Woodstock Typewriting Agency.— 


Thirty-six spgcial feagures making the S ž 
“Woodstock” "machine particularly useful Carriers’ Tube Services - Conveyers 
for office use are enumerated by the 


— — free trial is offered LAMSON PNEUMATIC TUBE Co. Ltd. 


62. Egry Litd.—Continuous stationery 132, CHEAPSIDE, LONDON, E.C. 2 


cuts time wastage in interleaving carbons ** 
by hand. ‘‘Speed-Feed’ attachment National 0202 
enables any typewriter to be converted into 
a billing machine. ‘‘Egry’’ cash register 
is also shown. See also announcement on 
page 4. The 

63. C. W. Cave & Co., Ltd.—‘'Ellca’’ 
statistical machine and ‘‘Seca’’ visible 
machine posting tray are valuable addi- V E L O S 
tions to any office equipment. ‘‘Cavedex’’ 
indexing — oe “‘Visi-Alpha’’ filing 
system are exhibited. 

64. Lang Clayden, Ltd.—‘'Langapres’’ LETTER OPENER 
porao office printing machines do all the . 

ttle jobs which make printing costs mount 


c —— c- asi PERN : : Finished Black Enamel, 
we seromly._ Initial price are low; and | —ODeNS letters three times quicker Finishes Black Enamel 








man who Goes any office printing can While ordinary methods open one letter the WELOS Letter Opener Fel? Base to prevent 
afford to overlook this stand. See also | Opens three—and more efficiently! Saves time—saves money. Scratching. 
announcement on page 42. Cuts the merest strip off the top of the envelope without risk of Sheffield Steel Blades 

65. Tollit & Harvey, Ltd.—‘‘Gujldhall” damaging contents . . . . opens letters of every size and shape. Cismin M r 

o ot aias books are ruled ii 300 Write for full details to Sole Distributors : asics ese 
different styles. ‘‘New Sterling’’ series Li? 
dated met ove acca So | FRANK PITCHFORD & CO. LTD. “gay 
The ‘‘Flyleaf’’ binder is also on view. II WELL SYREET, LONDON, E.C.I 2 


So — 
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FISHER | KNIGHT & Co. Led. 
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ODEL FACTORY WITHIN, 

0 MILES OF LONDON WITH 
a MOTOR AND MESSENGER 
| SERVICE TWICE DAILY. 
- REPLETE. WITH MODERN 
= — HIGH-SPEED MACHINES 
-= CONTROLLED BY PAINS- 
-TAKING CRAFTSMEN NIGHT 
s AND, DAY 








SPECIALISTS in THE ART | 
OF GOOD PRINTING 


‘HIGH-CLASS 















ATALOGUE, COLOUR |. 
OMMERCIAL WORK 





1. For general offices, dr 
offices pand showrooms. 
should be used general, diffused 
lighting obtained 


diffusing units or standard dis- 
persive reflectors in conjunction 
with opal bulbs of adequate 
power. These give a soit, clear 
light of from 10 to 25 foot-candles 
without appreciable shadows. 
For manufacturing shops: (a) 
general lighting with compara- 
tively high power units (100 to 
300 watts) well spaced, at least 
zo feet from the floor, with 
dispersive reflectors which pre- 
vent rays frora the actual sources 
of light entering the eyes of 
workers; 

(b) localized lighting. The localized 
lighting is the same in principle 
as general lighting except that 
the units (there are many special 
types) are placed with respect to 
individual machines or benches; 

(c) combined general and local light- 
ing. Here the general lighting 
should be such as to light the 
shop evenly to the extent of 
about g-foot candles, with the 
local lighting of an intensity to 
suit individual requirements. 

In localized lighting great care should 
be taken to avoid glare in the worker's 
eyes. 

While on the subject of localized 
lighting, I must stress that only im 
exceptional cases should it be used 
alone. In nearly every case general 
lighting, if only to a small extent, 
should also be used. 

The reason is that a worker who 
suddenly leaves a bench or machine 
well lit with a local unit meets the com- 
parative darkness of an otherwise unlit 
shop, his temporary “blindness may 
lead him to a serious accident. 

It is safe to say that, while the major- 


Ba 


| ity of modern factories are fairly well 
illuminated, when it comes to offices 
the proportion is not nearly so high. 





Yet in offices thë economi 


by enclosed expert 7 
























A very be survey will eniabl 





The floodlightinge of 
yards, dumps, side: 
ings, etc., not only 

prevents accidents, o 
but also practically = 
eliminates theft and. 
pilferage of uhpro- o 
tected stores. Light, ă 
even more than aude oo 
ible alarms, is the | 
enemy of the pillerer. — 


By ‘Courtesy oy Siemens a : : 
Supplies, Lid. 


» POAN AA AAR NAA AA ET prasad E D AMIR ' 
— EAEAN TOT OANRET AEAEE 










him te 
anything | AE 
is not, he can improve it for you 
very little cost. 


i: continued from page 0) 


methods and quality. A company is 
business primarily to make profits aac 
only secondarily to produce goods : 
therefore, if costs cannot be brought 
down to a competitive level, the pra. __ 
duction department needs to examine — 
its organization and methods, Inal ăž 
organizations reductions. can. be. mace - 
by more efficient production. planning 
and proper methods of controlling pro. _ 
gress and the purchase ol material: Io 
the load on the shop is evenly balanced 
the costs will obviously be much less 
than with a spasmodic and varying o 
load. Efficient planning methods wi 
not only reduce costs but will ensure 
that delivery promises are reliable asd - 
well maintained. re GEE 
The salesman can often help in the. > 
question of delivery by asking the 
customner: “How much time can you. 
give us to make a thoroughly good jobo 
of this? instead of “How soon do you — 
want: this? * In this way a ont 
iod ooi delivery tan often’, 
— avoiding the. n 











400 SHEETS 


COMPLETE 


r fine ledger from that ‘‘Factory-in- 
trong and lasting and at a 
rice—~but the “Bravon” quality 
full crocodile-grained: brown 
leather cloth. i 


E BRAVON LEDGER CO. 
eS. Phone 93 
-BRADFORD-ON-AVON, WILTS 

ao + London Office: 

VICTORIA ST, WESTMINSTER, 5$.W.1 
ha ls Phone 6374 Victoria I 











SPEEDWRITING 
THE NATURAL SHORTHAND 










- — Only letters of alphabet used. | 


WITHOUT OBLIGATION: 
WRITING, LTD., 
, 16-86 Strand, London,” 









| calls 










One of the 3 


failure to meet very date is the 


desire of the customer to make a change | 


in his requirements after the work has 
been started. Such a request is usually 
received through the sales department. 
It may appear fairly simple to put the 
change into operation, but if the pro- 
duction department suspects that, apart 
from increasing the cost, acceptance of 
such a change will delay the comple- 


| tion of the work, then the customer 
| should unquestionably be advised at 


once by the sales department to ascer- 


| tain if the change is of great conse- | 


quence. 


These Sales Forecasts Help the 
Production Manager 


Reference has already been made to | 


the responsibility of the sales depart- 
ment for forecasts of future business. 


This information can be of the greatest | 
possible assistance to the production | 


department. 


(a) A five-years’ sales study enables 


production to have some idea of the 
plant capacity which will be fequired. 


These long range views are necessarily | 
| only approximate. 
(b) A twelve-months’ study is neces- | 


sary in any case in connection with the 
current year’s budget. This informa- 


tion gives production a more intimate | 


view; this is desirable in most busi- 


nesses so that they may know the load | 


to be expected in the various depart- 
ments. 
(c) Short period studies are necessary 


| in connection with the placing of orders 
in anticipation of business to be 


obtained. 

The question of stocks is often 
involved. It is of vital importance and 
for the closest co-operation 
between production and sales. For 


| some lines, of course, stocks are essen- 


tial, as the customer will only place an 
order where he can get immediate 


| delivery. In the case of seasonal goods 

it may be more economical to spread 
| manufacture over the whole year rather | 
| than attempt to supply the demand in 


two or three months. The ideal, except 


| for seasonal goods, is for stocks of piece 


parts to be produced and held ready 
for assembly as and when required. It 
is much cheaper to carry stocks of parts 
than of complete assemblies, and by 
keeping these piece-parts on the shelf 
it is often possible to reduce the delivery 


| period after receipt of an order by | 


60% to 70%. 
There is the further question of keep- 
ing the factory operating at its prac- 


tical capacity, which is largely linked | 


up with the question of accurate fore- 
casts of requirements from the sales 
manager. Jt is definitely the duty of 
the production and sales departments 


to discuss production possibilities, so | | 


that sales efforts can be planned to 
secure business which will even up pro- 
duction, thus avoiding heavy loss from 


a period of overtime followed by a’ 
The works | | 







period of short. 
manager should w 
ment in good ti 
likely to become 
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(which ensures easy handling) 
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(which ensures strength and ela 
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a big price saving 
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Send for Samples TO-DAY x 
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DISPUTES 
ON PAY DAY 


Bo houses are eliminating un- 
pleasant wage disputes by employing 
LANCASTER’ NEW PAY 
WALLET S—the really efficient pay 
nvelfpe. Employees can check their 
ey—-even Mandle their notes, without 
ction and without tearing the wallet. 
case Of a mis-count, wages can be easily 
ced without opening, the sealing being 
solutely secure and permitting of wages 

: made up and sent any distance with- 


ANCASTER pay wallets are with 
: ier than the ordinary trans- 
ope because notes need not 


ree. sample Wallets 
nd. Prices on request. 


STER BROS. & CO. 
Bag and Envelope Specialists 

‘Shadwell Street 

Birmingham 4 


My clients sayethat 
i produce -them 
unc mmonly well. 
May T send you full 
details and proof? 
M/ZHYA, LONDON, W.C.) 


Al LIN “SCHEMES 


A detailed, personal considera- 
tion of your office problems by 
Philip Samuel, Consultant for 

Betton Office Methods, will bring 
the same striking increase 

of efficiency and economy which 

“his other clients. report. 
“Ji will pay youto ask for parties- 
tars of his service to-day. 


Gold Nib _ “Rolled "Gold Clip — ALL L BRITISH | MADE i : 
© Hard ieidium | Polpt — Black and Colours — s5 -f 


| occasional meeting wit 
4 department ° before submittin 


g : 
recommendations on the sales- budget | 


and in connection with the placing of 
stock orders to the management for 
approval. 
factory position has been fully taken 
into account. 8 


Do not Spring Surprises on 
the Production Staff 


Quite apart from any basic develop- 


| ment and research work which large 


industrial companies may undertake in 
connection with future lines of produc- 
tion there are many questions which 
the sales manager would do well to dis- 
cuss with the production manager, thus 
removing that element of surprise 
which is so detrimental to co-operation. 
If the works manager can be informed 
in advance of proposals which will 
affect his department, he can plan 
accordingly. At the same time, his 


views may be of considerable assistance | 
to the sales manager, enabling him to | 
management | 


put forward to the 
schemes which have had full considera- 
tion within the organization. 


These points can be summarized | 


briefly as follows :-— 


(a) Development of new products 
and origination of sales depart- 
ment cases. 


(b) Cancellation of existing types of | 


products falling into disuse. 

(c) Possibilities of incorporating 
economies into existing business 
to reduce costs. 

{d) New lines of business in anticipa- 
tion. 

(e) Items of sales showing a loss or 
insufficient profit. 

In this way close team work is 
achieved and the sales department is 
able to give production the fullest help 
by having a definite objective at which 
to aim. 


Both departments have the same aim | 


and therefore they should strive to 
work together every time and all the 
time. If they try to visualize each 
other’s problems unselfishly and with- 
out jealousy they will arrive more 
easily at a mutually satisfactory solution 
of their problems, to the good of the 
company they serve. 


‘From an address delivered at the National Conter- 
ence on Co-ordination of Production and Sales 


organized by the British Works Management Associa- | 


tion and the Incorporated Sales Managers’ Associa- 
tion, Ep. | 


He thus ensures that the | 


| At Your Elbow / 


The facts and figures you need within 
easy reach of your hand—that’s what 
the compactness of “ROBIN” Loose- 
leaf Books means ! = 


In handy sizes which can be kepi ön i 
the desk or in a drawer, “ROBIN” 
Looseleaf Books make reference to. 


| records quick and easy, Durable, eco: 
| omical and British made throughou 


5 ectal Trial O fer f 


rene i — ye * 


seven Pepe’ carer "wa cy “po E 


Ask for our Catalogue of : 
Books and Offic — 


LINCOLN 
and at 3 Old Jewry, Londen, E. 


POSTCAR DS 


Reproduced from any Photograph,Orawing | 


or Sketch 
Pharo Business Cards - 250+ 34 x 25 16/- 


Al seyis and sizes of Photo Printing quoted 
tor, Seed for Bookles “Real Photographs 
for al crades’’. Trade Enquiries Solicited. 


B. MARSHALL Perea 


a Printers = 


NOTTINGHAM 
LONDON OFFICE: EXCEL HOUSE 
WHITCOMB ST.-~-Phone: Whitehall 2606 


Gt. Sutton St, London, ECJ. 
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„bat is a profound truth which, be- 
use its application is not immedi- 

tely obvious, is seldom appreciated as 
fie it means that you are not 
: refusing to install the best 

thods of doing business. 
ontrary, losing money, 
esting you more than it 
rork that has to be done. 
ewriter was a novelty, 
business men were appalled 
io paying £25 or so for a 
+ letters. They insisted 
ig On in the old-fashioned way, 
their letters by hand. They en- 
act that, by continuing 

t of writing letters, 
in a year the price of 
They were paying jor 
hough they did not 











s, the growing recogni- 
implied in ‘‘efficiency’’, 
omic necessity, has com- 
most hardened conserva- 
22 “old school’ to adopt the 
pewriter. There are few offices to-day 
here the pen still reigns supreme. There 
few offices, indeed, where the idea of 
ness efficiency through the medium of 
labour-saving machinery has not at least 
taken root, even though in many cases 
he plant be still of sickly and stunted 
growth. 
. The supersession of shorthand by the 
dictating machine, not only in the dicta- 
on of correspondence but—much more 
important—in the actual contro] of busi- 
ess, is a striking example of the modern 
trend towards economy and efficiency. No 
one who dispassionately examines the two 
methods will deny that in convenience, 
ease of operation, speed both in dictating 
and transcribing, and economy, all the 
advantages lie on the side of the dictating 
machine. The contrast in mere mechani- 
cal output, as a matter of fact, is as great 
s between the pen and the typewriter, 
but. the dictating machine brings the 
added. advantage that it directly saves 
ch of the valuable time of the principal, 
well as of his secretary and subordi- 


: Engineering achievement has done much 
— the old idea that it is rom the 













































literally, transcribe 
just as easily and 
rapidly as if she were 
listening to the actual 
voice of the dictator. 
The mechanical band- . 
ling of The Dietas- 
phone presents 
dificulty, and any 
intelligent typist can 
become an expert 
— operator 
in a fraction of the 
time called for by 
either shorthand or 
the typewriter itself. 

When the question . 
of cost is considered, 
there is no compari- 
son between the two 
methods. The Dicta- 
phone actually more 
than doubles the typ- 
ist’s output, for the 
typist who can take 
down and transcribe five hundred lines 
a day by the shorthand method can quite 
easily transcribe eleven or twelve hundred 
lines from The Dictaphone. The cest of 
typing is thus reduced by more than half, 
an economy sufficient to pay for The 
Dictaphone many times over in the course 
of its effective ‘‘Hife’’. In other words, 
you are paying for The Dictaphone, even 
though you do not possess it, in the money 
you are wasting on shorthand typing. 

Tf that were all, there would be an irre- 
sistible case for The Dictaphone to any- 
one who would dispassionately examine 
facts and figures, but there is a further 
and even more important consideration. 

What about your own time? 

You can rely with confidence on a 
saving of an hour a day in your own time 
if you adopt Dictaphone dictation.. What 
is that time worth to you? Certainly 
much more than the time saved for the 
typist: certainly enough to make it 
doubly true® that you are paying for 
The Dictaphone even though you do not 
possess ti. 

You need The Dictaphone—every busy 
man does. You are already paying. for 
it in the loss of time and money that it 
would save you. Why go on without it? 


Why continue to waste in a single year , 









enough money to install 
would serve you 
of 100% per az 

Don't fall into i 
thinking that The. 
only to the ‘big 


Dictaphones that 
Showin E profit 
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Dictaphone, Model 1 12, — ‘your 
time you “change your mind 
Users say it is ‘ 

made to the dic 


— dictath A 
est im provement ever 
‘ing machine” 







“the gr 





it must sh w the greatest gross. 
the small office, bowever, p 
Dictaphone is jubt as urgent, - 
age Of saving just as great. 
office ‘be large or small, The I 
is always an sconomy that uti 
weighs its cost. * 
Don’t ge on paying for som: 
haven't got. Investigate The De 
carefully and see how it will fit in 
business, It will cost you not 
so-—~you can “try out’ The D 
method free of charge. | 
Write to-day for a. free cop 
gress’, and let us tell you just 
Dictaphone will help. you. 


THE DICTAPHONTE Ci 
(Thomas Dixon  - Managing I — 
KINGSWAY HOUSE, KINGSWAY, w. 


And at Manchester, Birmingham Glasgow, Liverpo 
Leeds, and Dublin 


POST THIS COuUr ow 





Bristol, Newcastleen Tyne 


THE DICTAPHONE Con Leds : ; 
. Kingsway House, Kingsway, Len — 


Please send new boak, “Progress” 


E ADVERTISING TAKE? 


$ Whatever the nature of 


— | your business or the type 


É advertising matter 
you inay need, Crichton 
Studio® are fully staffed 
and equipped to grepare 
ery forth of sales-aid, 
Wer Tigeent or publice 

y frome the rough idea 
to che final printed stage, 
Ceehtan isa complete 


The sound exploitation of a basic idea is 
the secret of successful advertising. 

The Crichton group of trained advertising 
men not only produce the idea that com- 
pels attention, but also know, from 
experience gained in the promation of 
seles of a variety of products and services, 
just how to put that idea over to impel 
buying action, 

in your bid for sales, let Crichton create, 
Hlustrate and carry through the whole 
of your advertising material in a fresh, 
live and virile way. 


One Machine does the work af Tw , 


Continuous Form Billing in addition to regular typing 


Your typewriter actaaliy ties the work of two machines 
when used with “Fantek” Continvous Form Adapter, because 
ihe many time and mimey-saiine methods of the Continnans 


4 ercsing service, 
LEAFLETS, FOLDERS, 
OKLETS, MAIL 
pS, BLOTTERS, 
LES LETTERS, 
STERS, TRADE 
ARS, PRESS 
ERTISEMENTS, 

At og u ES, 


Lat Crichton pa LD.C.* 4 nec I pecs . Machine ate added to all the advantages of 
into SOUT adverti. ing m “Fanfold” Continuous Forms typed over our Attachment effects 
make if PAY. Write savings in Billing time, end costs, ranging from 17% to 98% 
to-day for illustrated Tariff without affecting the operation of the typewriter for regular 
Ne. 4 de scribing the course correspondence and other parpoves. 


that advertising-for-sales “Fanfold" Adapter places tio simis whatever upon: the: type. 
should take writer carriage, because of the very simplicity of construction 
` and operation there is mahing to » get out of order. 


ERAN RN Ai NEON 
Rea a A 


NORTH CIRCULAR ROAD, LONDON, Nwa 
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a _ most — of all Visible equipment - Install it in 


7E COUNTING HOUSE. In place of out-of-date bound 
_and lopse-lea$ Sales, Bought and H.P. Ledgers. 
THE STORES. For greater speed of posting stock records 
He and better control of ordering. 
* THE SALES DEPT. Obsoleting your present Vertical Card 
Index which does not tell you “at a glance” those customers 
2 who are not ordering, 
— THE WORKS OFFICE. To keep “up to the minute” 
ee delivery promises. 
Fall particulars on application to the original British 
patentees and manufacturers 


: ARTER- PARRATT, Lid. 


a J. Carter Eve, Managing Wirector) 


Although mott phases of "OFFICE 
WORK have been speeded.up, the 
Nbericus process of SORTING remain 
practically the sane as it was a century age, 


g ) bD 1 E 
$ aed this in otherwise upeoalate offices. — 
F € SORTER GRAF is the modera way of 
Os sorting. speedily and accurately. ES 


Sueedier sorting of invoke copies and 
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 Somedia of sorrespond: G 
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aed “leak up” work. 
eur representative’ al 
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For your new v Suits and Overcoats 
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LOUNGE SUITS, 

i} ‘Overcoats, Even- 
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of clothes are notice- 
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EGRY 
MANIFOLDING REGISTER 


ing Contirfuous Stationery will eliminate 
all unproductive labour and waste operations, thus speeding up the production of such 
forms by the automatic feeding of carbon sheets between the forms to be prepared. 


CONTINUOUS STATIONERY 


provides the most speedy and convenient method of 
handling multiple sets of forms requiring carbon copies. 


Whether you are a Manufacturing, Wholesale or Retail House, a Municipal, or 
other Public Authority, we are able to show you a very definite saving in time and 
money, together with the finest known protection of profits, through the control 
exercised by a copy of each transaction secured under lock and key in the machine. 















writer into a Billing machine. 
Egry equipment is adaptable to your needs, there is no necessity to alter your 


existing System. 
EGRY Lro. 


WARPLE WAY, ACTON, LONDON, W.3 
TELEPHONES ::SHEPHERDS BUSH 3377 (3 lines). TELEGRAMS: EGRYCOMPAK, EALUX, LONDON 


CARBON COPIES WITHOUT 
INTERLEAVING CARBON PAPER 


Consider for a moment how much time is lost through 
the apparently trivial operation of handling carbon paper, 
in manifold books or multiple sets of forms. 

It matters not if your routine forms are — 
hand or typewritten, for one or other of E 
these inexpensive devices accommodat- | 










The Speed-Feed Typewriter Attachment SPEED-FEED TYPEWRITER 
will enable you to convert your existing type- ATTACHMENT 


NO MORE 


DAMAGED RECORD CARDS 


KENEX signals are perfectly balanced 
and may be used witho@t damage to the 
thinnest paper. 

KENEX signals are easily and quickly 
transferred from card to card. 

The spring grip is constructed on a 
scientific principle — from the finest 
tempered steel. 

KENEX Signals mean increased efficiency 
for your record systems. 

KENEX signals are obtainable in colours 
and in a wide range of letters and 
numerals, 


@°Write for free samples to__—__________ 
CURZON and COMPANY 


191 HAMMERSMITH RD. LONDON, W.6 
Tel.: RIVERSIDE 5467 


—— — 


SIGNALS FOR INCREASED EFFICIENCY 
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“thousand, a Constructors’ patented 
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No margin of error 


is possible with the wonderful ERICSSON LOUDSPEAKING 
INTER-COMMUNICATION TELEPHONE SYSTEM 
installed. 

You speak to your man and he answers—as clear as a bell—as 
— in your presence..... no more misunderstandings, no 
more wrong decisions. 


You need only speak near the handsome master-station micro- 
phone, naturally, without raising your voice—and speak to one 
executive or fifteen. 


Here are the outstanding advantages :— 


Get throu instantly to a Hold a conference without a 
l. y ra Ardn without dialling, 2. Mingle executive out of his 
without calling a switchboard, department. 
holding an earpiece or speaking 
into a mouthpiece. 


3 Hear their replies ALOUD — 
* keeping your bands free. 


5 Right of- way over other 
* conversations. 


If necessary the Loud Speaker 
* can be switched off so that 
only yourself need hear replies. 


6. FULL SECRECY. 


Can you afford 
to be without 
these unique 
conveniences 
and advantages! 
Why not get in 
touch with us? 
Ask for full 
particulars of 
our moderate 
RENTAL 
MAINTENANCE 
or make an ap- 
pointment for a 
free demonstra- 
tion AT YOUR 
ADDRESS. 





MASTER STATION 


ERICSSON TELEPHONES LTD. Telephone `: 


67-73, KINGSWAY, LONDON, W.C.2 HOLborn 3271-2-3 
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PEOPLE 





The tyt 
y owr > — 
p iter Breatly influences 
the Speed of the 


typist *.... The 
Royal 4 ' 
5 the typiste! favourite 


many thousands of 


Machine. Many 


typists nave th 
ey do 
Quicker work, better work a 
an 

more Work or 

m a Royal Y 
ees Sing a 
Ro a 
yal your typist can be moro 


*fficient 
Ticient ana Productive of clean 
>. ’ 

well typed 


letters Ccovce OR È 


typow iter that 


“lasts longer. 
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ROYAL TYPEWRITERS: 75/75a, Queen Victoria 


LOUD SPEAKING INTER-COM- Street, London, E.C.4 Phone: Royal 7600 (10 lines) 


r MUNICATION TELEPHONES 


pany 's premises was an the 
pr or Baci no a office. 


y experience. 
\fter my card had been taken by 
eception clerk, Captain Barker 
him: lf came out to me. ‘‘Come along 
he said, and led the way into a 
large, modern- factory. Two or three 
cant chairs happened to be near 
me girls. who were working on 
counts. “We'll sit here,” he said, 
_ “there are no dug-outs or private hide- 
aways here’’. 
-Yet Captain Barker is a man wto 
ght be excused had he ma 
self up with a ‘‘hide-away’’. 
: m as comfortable privat 


“There “are no cor 


private! hide- away: 1 


We don’t know how many of our r 


will say this is a sensible idea or 


many will scout it as imprac 
The fact remains, 


EPR 


however, that 


— has rapidity built up a 


come only from 
many years in wind 
and sun. 4 

“No one here has 
he 
‘Too much 


ee 


a private office,” 
said. 


temptation to sit about and loaf, 


especially after lunch. Everyone in 
this concern works.” 
represent his own emphasis.) 

When it comes to attending to the 
morning mail, Captain Barker has it 
opened and put before him on any 
table or bench convenient to spot on 


which he happens to be at the moment. 


In twenty minutes he has routed it, 
by blue pencil marks, to the depart- 
ments or managers concerned. Letters 
for his owp personal attention are dealt 
with on the spot by the simple expedi- 
ent of calling his secretary to take the 
necessary dictation and instructions. 

The rest of his day consists e y 
of active work in the factory: its 
The work consists of ¿ develo 


- y | printing service g 


(The italics 


— and 95 p 
has never yet let a 4 


ments per year, ne 
Captain Barker i is bile ‘al 

technical, photographic man; t 

can readily turn his hand 


does, day in, day — 


interviews, which he holds 
any time, and duties o 
to matters of policy. |] 
says, is his hobby. as 
business. a 











er says, 5 per cent photo- 
1d 95 per cent service, the 
implying organization. 
ically all the plant, equipment, 
ats plan ef lay-out have been 
ed and constructed by the manag- 
rector himself and his maintenance 
‘The only exceptions being a 
ww specific machines which had, 
a to be bought. © 









stop Watch Plays 


How the 
ry 3 a Part 















. The methods and routing of incom- 
on ing and out-going work were entirely 
=o o planned by the managing director, who, 
am his active participation of the work, 
ever without a stop-watch concealed 
cket. Continuously he times 
ration here and a process there, 
auch to check the individual 


* 


- number of Rolls received, 
Staff handles those 5,000 
by the Factory Act, the 





sd 
X receives 24/- pw., 
x" is entitled to 1/- bonus 
company received 25%, 


Everyone on the pay roll: 
Sorters, etœ, participate 









. Rolls are received per day. 





d gradually to develop 









This Bonus Scheme Obviates Overtime 


is calculated that the cost of | 


abour to collect, process, 
deliver 1,000°Film Rolls is 100/-. 


» walk 
about. He has therefore designed and 
built his own conveyer band system, 
which automatically handles every- 
thing, except at one or two certain 
points, which he himself considers it 
policy to introduce the human element. 

One rather clever point will illustrate 
this exception. In the printing room 
the managing director likes to keep a 
watchful eye, not only to ensure that 
full capacity work is maintained in this 
department (which has to be in semi- 
darkness), but also to give a frequent 
glance at the technical standard of 
work. 

Captain Barker contends, however, 
that the fact of “the boss” being so 
frequently in this department would 
unsettle the technical workers if they 
thought he was hovering about as a 
supervisor. As an excuse to be in there 
so often, therefore, he has to adopt a 
subterfuge. 

Thus while this printing room is fed 
with work by a conveyer band, the 
finished work is taken out of the depart- 








print 


he weekly wage of the whole of the staff (except the Managing 
irector} totals, say 2,400/-, the dail 
_ any quantity of Rolls up to 4,000 

_ “without any overtime, bonus or other extra labour cost. 


total wage is 400/-. Hence 
per diem) should be handled 


. Of one particular day of the week, after a very fine week-end, the 
ni we will say, totals 5,000. 
Rolls within the limit of the time allowed 
o whole of the staff is entitled to a 25% 

+ bonus on thejy calculated DAILY wage. 


If the existing 


For example :-— 


le. 4/- per day. 


for her day’s work on the day 5,000 
Rolls were received and processed before 8 p.m. on that day. 


oe Thes1/- represents 25°, additional wage for the day on which the 
a: more work to handle than it 
the staff could do within their normal working hours. 


was calculated . 


Office Boy, Drivers, Enlargers, Artists, 
in the syccess of the day’s load. 


No deduction from en ployee’s wage is made if less than 4,000 


hj» bonus system was evolved to abolish “overtime” which is 
drat into a habit amongst many employees. 




























that he is there for any purpose other — 
than to lend a hand with the work, His 
cheery remarks as he himself labours at _ 
top pressure in shirt sleeves keeps every. _ 
body's spirits up and achieves his Own. 
purpose at the same time. — 


























Speed of First Operation Controls 2 
The “Flow” — 

The whole plan of this factory is for 
speed. To achieve this the first proc cess 
is usec) as the “key”, Every individ : al 
operation is so worked out that itis 
almost too fast for each succeeding 
operation, As the ebb and flow varies 
slightly so is the size and capacity af. 
plant and operatives of the first 
operation controlled to meet it. 
A op 














eration and department keeps 
full to capacity; B keeps C at top pi 
sure; © keeps D practically choked, @ 
so on. Control of A, however, js 
finely kept that there is no dang 
actual congestion. : 






If You Have a “Seas: 
Labour Probie 
One arrangemen . 


should be interesting 














in) this bu 

to other busi 
which have a similar labour probl 
The film developing and printing 
vice is essentially seasonal: peak 
sure in the summer ponths and pr: 
cally nothing doing Lat 
and winter. The problem was | 
Captain Barker wanted his full stret 
of skilled and trained staff in the t 
time; he did not want them in 
winter, but he did want them avail iy 
again when the next season began, — 
he merely dismiss@d them $n the winter 
they would get other jobs, and the. 
opening of the summer would set him 
all the difficulties of training new giris, _ 
What he did, therefore, was to cast 
around for another manufacturer in the 
district who wanted a big staff of gris 
in tbe autumn and winter and sotia o 
the summer, He wanted to arrange an 
exchange of girls so that his trained o — 
summer giris could go to a winter booo 
and be released again to resume Gm ç 
developing in the summer. — 
After several failures, Captain Barker |. 




















By PERCY A. BEST 





n the last fifteen to twenty years tre- " 
mendous changes have come about The executives closest to the jobs 
_ which have completely altered the cannot always see faults. It needs 
tructure. of business. The ruleé-of- . 
‘thumb methods, the established pre- Courage to call in the outsider 
pie Bog the EEN — and sometimes more courage to 
acting by one-time “‘ -hea , i : | 
aen of — — suddenly became en- take his advice, but .. judgment 
-useless for the conduct of the new has to be made on results 
1e8s which arose. , 
en to-day there are still many j 
iness men who find it extremely 
0. forsake the last of their Merchandise control ensures that pur- 

| hopes. and theories and to chases of stock are kept within proper 
ir outlook and methods in a limits, and if efficiently exercised the 
will enable them to main- maximum turns of the average stock 
fitable business. into the sales are secured. Unit stock 
into daily contact, as I do, control assists the buyer to know what 
= business problems, for the is being sold. This information. en- 
vhich there is neither prece- ables him to invest his capital in the 

blished custom, I realize goods that are selling in the greatest 
ieir. importance and am glad of the quantities. — 
p ty given to me by the Editor After the necessary reorganization of 

























f writing about them. Management, and adjustment of con- 
ag the following examples trol systems were made, the business 
great variety of problems began again to make net profits instead 
me within the scope of my of losses. 
“tried to cover a field that — - 
resting to the readers 
a | Attributed The Wrong Cause 
oe | To Falling Sales 
ault Was z T next problem is one that a great 
Far wb number of retail drapery businesses 
` en i Contr ol ae have been faced i and I hope 
_ wholesale drapery house, after a that should any reader of this paper be 
"\ change of ownership, began to faced with a similar difficulty, he will 
_ Make losses after having made sat- be assisted by this brief reference. 
actory. net profits for many- years. The sales of a-retail drapery būsi- 
-sales had not declined, the gross ness in a busy populous market began 
Profits were satisfactory, and the ex- to decline at the beginning of the slump 
penses in. order. Examination, how- a few years ago. The management 
ever, proved that the losses were due thought it was due to the fact that 
othe sale of the residue of the stock branches of multiple chain stores, doing 
at the end of each half-year at greatly a low fixed price business, had opened 
reduced. prices, and still closer investi- nearby. They therefore changed their 
gation showed that there was no mer- policy of merchandising from regular 
chandise or unit stock control in oper- stocks of medium-class goods to low- 
ation. 9 priced specially-bought jobs. This 

































MR. PERCY BEST, was for many years a Director of 
Selfridge’s and assisted the founder to organize his busi- 
ness before it opened in 1909. e 
Mr. Best is now a Merchant Business Consultant. 
He helped to form an Interndtional Study Group in 
_ Geneva in 1928 from the heads of large stores in England 
and on the Continent, the objects of the Group being to 
study all big problems and systems that were common 


Mr. Best is Chairman of The Drapers’ and General 
Insurance Co., Ltd., and a Director of Financial and 
7 al Cor | positions — 
years, 








to businesses in every country. id 





change of quality in their stoc , wa 
supported by special advertising i 







which the lew pric 










stressed, 




















































sales with their untidy win 









the benefit, 
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Blind Selling Lost This 
Foreign Market 
























i an inconveniegt 







fs went on tò advise that- 
should be one-third those 
the English materials. They sent 
1 their report samples of four or five 
favourite national colours which 
_ had not been included in the English 
- manufacturer’s colour range. 
-consumer market research by the Ger- 
mans enabled them to eapture the 












ri His Pounds 


erhaps an example of weaknesses 
‘that have been the cause of hun- 
reds of small shopkeepers going 
‘business will be interesting. 
iere are 500,000 retailers of all 
in Britain, and as about 90% 
ese are privately-owned businesses, 
weaknesses in management are of 
#ce to the consumer, since a 
mtage of the population must 
— — shopkeepers for 
3 _A man opened asshop 
w His capital was 
ad: his experience that of the 
i He knew his 
the markets they came from. 
s were ordinary. 
siness grew with the district, 
he began to make money. There 
or no competition, and he in- 
nis rate of gross profit, and re- 
. expenses by cutting down his 
cand. cleaning charges, etc. 
f this greedy economy was 
p became dirty and dark, 
tomers dissatisfied. 
hop was opened in his jus 
‘by a man who also knew 
s and markets, but to whom 
“was an art as well as a — 
shop was bright and clean. 
manner courteous and attentive. 
— set their standards of con- 
luct His windows were taste- 
uly irgssed and well lighted after his 
shop wee closed. After a few months 
ie pa e from the older 
yusiness, and hael increased the average 
mount the ‘customers had been spend- 
ith his sval because he was always 
hi wing and introducing new lines. 
[} e older business is now closed. 




































this article I have avoided calling 
ie neses s S attention to pyre 
















| does it eal d towa ds the 
PROFITABLE conduct of the 
firm?” Policy or Routine, what- 
ever it is, if it does not prove a 
definite ‘credit’ item, its continu- 
ance should be strongly challenged 

























of the business as soon as they appear. 
My intention has been to outline those 
problems which can only be dealt with 
or appreciated by the experienced mer- 
chant mind, and are more matters of 
policy than technique. 

The last specimen problem is not a 
frequent one, but it has occurred, and 
should the large industries leave the 
vicinity of the northern towns to any 
great extent, variations in the retail 
markets of such towns are likely to 
occur. 

An old-established general store could 
not stop the steady drop in its sales 
that had been going on for several 
years. The business was run on good 
sound lines, its methods had been mod- 
ernized, and as far as internal manage- 
ment was concerned left little to be 
desired. 

On investigation of the market it was’ 
found that the drapers of the town had 
created a market about a mile away 
from the site of the store, and their 
chief drop in sales was in the drapery 
section of their business. They were 
faced with three alternatives: (1) to 
increase their advertising expenditure 
and maintain their sales at the expense 
of net profit; (2) move their business to 
premises in the new market and thereby 
lessen the value of their old property, 
and borrow capital to pay for the re- 
moval and suffer the inconvenience the 
move would cause; (3) reduce their ex- 
isting premises to meet the reduced 
sales, and sell or let the remainder. 
This has been done by other businesses, 
but it immediately depreciates goodwill. 

An analysis of the sales showed that 
60% of their total trade was done in 
their furniture and kindred depart- 
ments; in fact, these were showing a 
tendency to develop. The decision was 
finally arrived at that they would go 
out of the drapery and fashion and food 
business, and give the whole of the 
space to furnishing. It has been proved 
that a well-run furnishing business 
attracts those interested whether in °a 
popular shopping centre or not. People 
who are about to set up housekeeping 
or refurnish prefer to do so where they 
*can see large assortments of well-dis- 
ae goods. 

Furniture windows, of course, area very 
great attraction, but they do not appea 











agemen were able to give. : 
ments brought reca 
increase in their business, which, to 
gether with the reduction in the num i be 
of assistants required, brought an 
appreciable increase to their net profits, 
I hope that this very brief summary _ 
of a few types of the many problems - 
confronting those in charge of business 
will be interesting and helpful. a 








CUT COSTS 
TEN PER CENT 


Charles C. Knights, Managing Directo 
Marshall, Hardy, Ltd., - recer 
business meeting. 


y hen I assumed control of th 
organization I noticed that | i 
system of internal communi 
tion, via the ordinary G.P.O. telepho 
system, involved a lot of wasted tim 
There was delay in having all calls p 
through the main switchboard, wan 
lines were often engaged, and — 





pry to » office to talk persona y 
“with whom they could not immediate 
get into touch by telephone. l 
 “Cme of the first pieces of new appar 
atus that I installed, therefore, was a 
loud ‘speaker teleppone system. This 

ica ally eliminated all delay in inte 





the extent of ten per cent. of executive 













ANOTHER. à LAI = z 
TO AVOID WAGE DISPUTES 


"olowing publication in 2 Septem. 

ber issue of Business of a plan usec 

by one firm to obviate disput 
about the contents of wage envelopes, 
another firm sends us their plan, which 
we understand, works very well indeed : 

“The clock cards on-the reverse side 
show the man’s wages, giving the com- 
plete build-up, less deductions, and the 
actual amount te draw. 

‘These cards are given to the work- 
men by their respective foremen, who _ 
have received them from the wages 
department, each Thursday. The work- 
man takes the card home, examines thi 
build-up of his wages in the privacy o 
his own home, and presents the car 











= to be used in quite the same way as. pac: 


nd women use the windows of fashion and 
A — draperyebusin ' nesses. 7 







—— 


ace 


T re of this managerial office of a large firm of insurance brokers is entirely | 
- The steel and glass partitioning give the privacy necessary to the 


ensure the maximum of light and the 
through the general office outside 





0 $ou ever read House organs other 
than your own? A director of one 
ishing concern was never tired. of 
aining that the two most prolific 
ces of ideas with which he came in 
tact were: Sdlesmen who called on his 
fm and House magazines of other com- 
anies, no matter in what line of business. 











T he top executive's job is not necessarily 
to be full of ideas and new plans for 
this and that. He is a good executive if 
he can assemble about him other men who 
lave ideas, and if he can direct these ideas 
— to the right channels and develop them 
< in the right ways. 





How Many 
Dead Accounts? 


—— Or of my most important end-of-the- 
oe year jobs, -a managing director told 
mae, is to look over the year's trading and 
to see what accounts have ‘gone dead’. 

_. Every one of those expiries is then fully 
investigated; the how, why and when is 
probed to, the core. 

"Generally a definite reason can be 
ound for the loss of the account, and. if 
least fraction of a chance exists -to 


n it to a live account on our 











se many accounts per 


regain the 








free circulation of fresh: air 


Telephone 
Manners 


porated Sales Managers’ Association, 
recently said: ‘Whatever your position in 
a firm, you are, throughout a business 
telephone conversation, a direct represent- 
ative of your firm. Your telephone voice 
and manner reflect not only your own 
personality but your firm’s standard of 
courtesy, efficiency and service," 





M r. H. Pickup, Chairman of the Incor- 


in PRODUCTS 


A new flooring, of Swedish birch, is 
now on the market. Hitherto, birch has 
been little used for flooring because of the 
behef that it absorbed the humidity of the 
atmosphere, and then crumpled. Swedish 
birch has been found to be less susceptible 
to this than any other species, and when 
treated with a special stain, to be entirely 
free from it. A further advantage is that 
this flooring does not develop a rough sur- 
face after a long period of wear. 


+ + 


An undér-basin water-heater in which 
the heat is turned on immediately the tap 
is opened and turned off immediately the 
tap is closed, has been put on the market 
by a British firm. The hot and cold tap? 
though working independently, are sup- 
plied from a single (cold water) pipe. ` 
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What’s New 





to every single individual, from the 
of the firm to the day*old junior. Bus 
would gain by having this truism printed 





on a card and fixed so that it stared into 
the face of every business telephone user 
in the country, © E 


A Fresh Outlook 


Is Usef ul 


i om 
cl 
ril 


4} 


learn, he says, “‘anc 
unsophisticated criticism 
of useful thoughts gong in 





the first hour of his 
he concentrated on 
jobs which were up 
“I used to post 
moment, he. sa 
came any mor 
frequently tl 
often develope: 





and SERVICES _ 


necessity for carrying a band amp — 
spare bulb- is carried in the trunchi ro 





in one, has been defigngd for small bBases, : | — 





children. * 
i 
A new prepaid parcels service has 


put into operation by the Post Office. — 
firm may take out a licence, minimu 
the amount, These: an: he sent AS i 












customer for use on parcels inoj 
same way that the “busine 





been 






J— 


* * 
oe Ray 


Nothing was further from Mr. Us er's 
such a world- mind than any attempt at ' ‘stunting'’. 
-up for simultaneous wirel ss- His world conference was entirely a- 


© con a as this, firm a util- ies development of the time-saving 


ways in which he regularly uses the 
j overseas telephone as an instrument of 
ye: achievement, business organization. 
sity did it receive in To put the whole of his own business of an experi 
: s, that the main purpose world into inter-communication was, will tell you 
— was — somewhat into however, a step beyond anything he cessful, tha 


, ind to | e way to the more cost, and u 
eu ret te ) s ‘of his — 








| “May we send you a complete. — You’ i 
ou’d never believ 
Course in the language of your choice for you d, z 


to test at home for a whole week, FREE ? LANGUAGE 


_ Only in this way can you really appreciate the 
E ease, rapidity and interest of the Linguaphone LEARNING 
= _ Method, which is also fully described and explained 
si in the free 28-page Book that you will receive could be so 


| _ by return when you fill up and post the card 
you will find below. FASCINATING 


"This Book with its particulars of the Lingua- 
phone Method, and of the Week’s Free Trial CHILDREN 
Offer will certainly interest you; why not write —* ái joy — p= oy 


for it at once ? | very successful with them, 









23 LIVING LANGUAGES 


O O D ree] eeiam Se ne, —— . PERSONAL 


FILL IN and POST THIS CARD TO-DAY | DEMONSTRATIONS 


at our Head Office, 24-27, 
IT WILL BRING YOU THE 28-PAGE SF 24°27 


High Holborn, London, 
BOOK BY RETURN—FREE W.C.1. 





THIS CARD which needs 
NO STAMP will bring you the 
Free 28-page hone Book 
and details of the Free Trial 
Offer. FILL IT UP AND 





language(s 
I have no gramophone. (Strike out onz of a 





to & all sorts of 


ADVENTURES! 


~ ee Pm 
















New pleasures, new thrills 


pl 
mew friends in new 






=A 


“te n 

Who is this man? What does he offer you? He is one 
of the famous native teachers whose voices you will hear 
on Linguaphone Language Records; he offers you all the 
new interests, the wider outlook and increased enjoyment 
of life that await you when you know another language. 


LEARN LANGUAGES 


easily e quickly è pleasantly 


by LINGUAPHONE 


A few comfortable, fireside evenings with your gramo- 
phone, listening to these friendly ‘voices and following 
their conversations in the Text-Book in which the words 
are printed and their meaning illustrated—and all these 
pleasures, that you have so often envied in others—can 
be yours, too. It’s so easy to learn by Linguaphone! 


— 4 NGU AP 


— 





Read on the other 

side how you can 

have any Lingua- 

—— Course de- 

ivered at your home 
„fora 


WEEK’S 
FREE TRIAL 


BUSINESS REPLY CARD 
Licence No. 1580 
o 
To the Principal, 


The LINGUAPHONE Institute, 
31 Napier House, 24-27, High Holborn, oy 
LONDON, W.C. |. 


‘ re à 
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CHE NEW DE LUXE FORD 


r * 


= £10 TAX (£7.10s. in 1935) 








he 2 ea * igs a #i 4. 5 e gi A 5 


ALL PRICES AT WORKS, DAGENHAM 


While its first-cost, taxation, insurance, fuel, oil and tyre bills, and the ‘making-good 
of fair wear-and-tear, are all so low, its appearance, its comfort, completeness of 
equipment, and above all its road-performance, in Town or out onethe broad 
highway, compare with those of a far more costly car. 


°* THERE IS NO COMPARISON! r 


> -= -= — > — + N *. 

in design, material-specification, or workmagship. Ford Dealers everywhere will be 
glad to arrange road-trials and detailed igspections of one of the most remarkable 
products in the history even of the Ford organisation—collectively the World's 


This glimpse of the rear quartering etm. | greatest motor-vehicle producer. 

plifies the reality of the streamlining in me 

the bodywork of the New De Luxe Ford. | rorp MOTOR COMPANY LIMITED. WORKS: DAGENHAM, ESSEX. SHOWROOMS: 88 REGENT ¢ STREET, LONDON, Wit 
© 
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NO TYPE 


No loose type Is used 
In the Rotaprint process. 


NO BLOCKS 


No blocks are required 
for Illustrations. 


WITHOUT SACRIFICE OF QUALITY 


C 
blaprot SAVES 50O y. 
0 


OF YOUR PRINTING BILL 


Rotaprint is the most versatile office printing machine on 
the market, having all the capabilities of larger machines 
used in printing works, but simplified to produce 
first class printing at high speed, and at minimum cost. 


The producing medium of the Rotaprint is a thin flexible 
aluminium sheet which can be inscribed by a variety 
of methods. All your sales literature, stationery, etc., 
can be printed from this metal sheet, displacing costly 
blocks and the laborious bugbear of typesetting. 


SAVES TIME 
Perfect prints produced Many leading Business Houses and Government Offices 
at 3,000 to 6,000 per hour. testify to the great savings effected since they installed 


REPEAT PRINTINGS 

The meta! sheet Is filed 
Bway and ready for further 
prints at a moment's 


Rotaprint. Read this extract from the Post Office 
Magazine: 
” Mr. C. W. Burge, Staff Officer, Engineer-in-Chief's Department, has been 
awarded the M.B.E. ... Exercising knowledge and experience gained outside 
his official duties, he has been instrumentai in effecting considerable savings 


notice. annually In printing and duplicating costs, in various departments. by the 
extensive develooment of the Rotaprint system.” 


SIMPLICITY 

Rotaprint can be oper- 
ated perfectly by a junior 
in your office, 









FOR PARTICULARS OF THE 57a HOLBORN VIADUCT, LONDON, E.C.! 
ROTAPRINT MACHINE APPLY TO:- Telephone : Cenrral 5655 (5 lines) 


Alsoat BRISTOL, BIRMINGHAM, LEEDS. NEWCASTLE-ON-TYNE 
SHEFFIELD, MANCHESTER 


Terms: Cash or 
Hire Purchase. 





Modern B Blowed Esq --—— 


great ffllow on efficiency . . . all the most up-to-date business equipment is to be found in his offices . . . 
his factory is replete with the most modern machinery and plant. Yet (would you believe it?) he and his 
employee# and his customers are, mark you, actually dependent on old-fashioned spring and escapement-driven 
clocks . . . with all their constant need for winding up and regulating . . . their tendency 
to be a few minutes out when right time is most vital, so encouraging inaccuracy an 
unpunctuality. . : 
Brother, we trust that you are not like Modern B. Blowed, Esq., « . . but that you are as 
up to date with your time ideas as you are with your other business ideas . . . that you 
have installed Smith’s Synchronous Electric Clocks which need no winding up or regu- 
lating but alwa¥s give you Greenwigh time from time-controlled A.C. mains. Ask your 
jeweller, or electrician, or your radio dealer, to show you the many wall or mantel designs. 


SMITH'S ENGLISH CLOCKS, LTD., Cricklewood Works, LONDON, N.W.2 
Cl RC Sk ee Ee 


Scientific 











MARKETING - ADVERTIING - SELLING 


board, sink and so on. These were in- 
cluded to make the competition as prac- 
tical and interesting as possible. 

One very valuable selling point which 
this competition enabled us to convey 
strongly was the fact of modern colour 
schemes for gas equipment. This would 
have been a point more difficult to 
“put over’’ by straight Press advertis- 
ing. The fact, however, of our asking 
housewives actually to arrange colour 
schemes in the kitchen plans was the 
most effective means of all with which 
to impress upon their minds this new 
idea of harmonizing, and therefore more 
attractive gas equipment. 


Effectively Introduced New 
Gas Appliances 


But the purpose of the competition 
did not stop here. The handling of the 
miniature equipment had a still further 
effect. It impressed upon the house- 
wives in a most practical way the wide 
range of gas equipment now available. 
It impressed them because they were 
actually handling reproductions of the 


PLEASE MR. THERM 





“l am tired of the people 
who pride themselves on their 
general ability and culture who 
have never been through the 


personal discipline of accurate 
and fine performance in some 
particular.” 

° Sir Josiah Stamp. 


various latest developments: heaters 
for indivilual water taps, irons, linen 
cupboard heaters, refrigerators and so 
on. Introducing items of equipment in 
this way was far more effective than by 
displaying them in an ordinary cata- 
logue. 

To judge the competition we ap- 
pointed two ladies who are well-kngwn 
specialists in designing home interiors, 
while the chairman of the Association 


“We like ONE solid fuel fire—can’t you invent 





Mr. Therm’s informative answers to a wide range of questions on how gas can 
increase the comfort and reduce the work of the housewife formed the main theme 


of the Press advertisements. With this ——— 
with equally well-designed Posters “selling” the 


an easy way to light it 


9% 








Have you never seen the gas poker ? That will 
solve all your troubles, It’s a sort of flaming 
torch, hat you can thrust into the coke boiler 
or a solid fuel fire and so do away with all fire 


laying nd all expense of sticks 9 

and paper. = 

You can plug this gas poker in to v 7 

a gas point by the side of any of fo 

your fires, so that one poker does . 9 ə 
for the whole house. yy 


local gas undertakings linked up 
comfort and conyenience of gas 


` 21 


is available to add a deciding vote 
where nec > 

At, the time of writing this competi- 
tion is still open, so it is not possible 
to give results. The indications at pre- 
sent, however, are that the 300,000 
booklets which we had printed will be 
exhausted before the closing date, 
which is Jahuary of next year. 

Large numbers of entries have al- 
ready been received and examined, and 
some of them have provided us with 
most useful ideas whigh will be incor- 
porated in future designs for apparatus. 

The winning suggestions will be put 
into operation, and the actual kitchens 
will be sent to exhibitions in all parts 
of the country. 

Small models will also be made and 
sent to the various gas undertakings, 
which will probably run local advertis- 
ing campaigns in connection with them. 

So far the results which have come 
from this form of advertising with the 
service idea behind it have been very 
gratifying. Throughout the country 
people are more and more interested in 
their kitchen equipment, and they are 
using more and more of our products. 
They realize now that Mr. Therm can 
back his statements by actual results, 
and they are willing to put those state- 
ments to the test. 

Another point which our sales and 
service development departments have 
constantly in mind is the fact that a 


great percentage of the population ises» 


more mobile than it was a few years 
ago. Firms transfer their representa- 
tives; Civil servants are moved about 
from place to place; building activity 
on the outskirts of large towns and in 
entirely new country districts are at 
boom pitch everywhere. Every house, 
every removal, means that the house- 
wife has some new kitchen problem to 
solve. We make it our duty to help 
to solve it. 


How We Help to Plan 
— New Kitchens 


To do this we are having prepared 
small scale models of all the gas equip- 
ment which is possible in a kitchen, so 
that when a housewife comes to us and 
says: ‘‘In my new kitchen I have only 
so much space, and I want to get into 
it a washer, a refrigerator, and a cooker. 
What do you advise?” we shall be able 
to draw on a sheet ot paper a” plan of 
the kitchen to the same scale as that 
of the small modds and show here ex- 
actly how her space can best be util- 
ized. This will also be tied up with a 
Press campaign. * 

It is not always possible for an asso- 
ciation such as this to assess the actual 
sales results from an advertising cam- 
paign, but the competition at present in 
progress has given us ample indication 
that our advertisements are being read, 
while the reports fyom individual com- 
panies speak of considerably increased 
sales. The trust which the gas under- 
takings place in our activities is shown 
even more clearly by the fact that their 
contributions to our funds at present 
are four times as large as tifeg were in 
the year before the War. * 
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1ouseholders coal is just coal: 
it from one merchant in a 
he same as buying it from 
iant in the same town. 
y make any preference 

a grocer or a butcher. 
d by one coal dealer, 
1 noting as it creates 
rs; building the turn- 


the cold season, 

} begin to nip, this 

_ letter to all his 
ng that his ‘‘coal- 

3 for orders. All his 

art an intensive can- 


ustomers who buy 
ded in the office on 


usual quantity this week? | 

7 In case you would like to 

e this opportunity for a good price our roundsman 
cali to-morrow ang can take your order for 

: time convenient to you. 

Will you be good enough to let him know? 


The keynotes of this sell- 
ing campaign are that 
the coal merchant takes 
the trouble to KNOW 
his customers’ needs and 
that he then sells them a 
SERVICE based on that 
knowledge. This service 
has built his business 
—— — — — arene cece Td 


a card index file. With the name is put 
the quantity of coal bought and then, 
by a careful estimate, from the known 
size of the household and the approxim- 
ate standard of living, the office calcu- 
lates how long such a quantity of coal 
will last. The period when the amount 
should be about exhausted is put down 
and a series of follow-up dates worked 
out according to this. 

Such an approximate calculation is 
made for each customer so that, 
roughly, the coal office knows when 


oy & Fancy Goods Manufacturer, Worthing 


rears past now intensive 
lave been waged for the 
nd attempting to bring to 
h Salesmanship. But what 
iis labour and developed 
he product vannet meet its 
tpart—Buyingship, for 
manship or Buyinyship is impos- 
ble without, the other, no matter how 
e or small the deal. 
alesmansh® in its true sense is now 
ablished profession, and all good 
salesmen are now clamouring for the 
rhen Buyers, let them be princi- 
r employees, duly honour their 


as they do when it is 


qd serve. 
— 


and extend the fullest cour· 


can see none but the junior clerk at the 
little window frame, who politely asks 
his name, or gracefully takes his card, 
and closes the little window, shortly to 


ELL —— — — —— —— 


Mr. A. P. Besley, head of Paulden’s 
the well-known Manchester store, 
explained on page 21 of last 
month's BUSINESS his new plan 
for insisting that his buyers saw 
EVERY salesmen who called. 

Mr. Elliott here strongly egdorses 
that policy. i ° 


return with the response: “Nothing to-° 


@ay, thank youl” ; 
< One cannot but gasp and expostulate, 
tat stupidity! — 
We, as a nation, nay, as a world, 
‘ing out for more business, yet 
re but “crying’’, not attempting. a 
to play our igdividual | 


every customer will be ready to order 
another delivery. F 
A few days before his respective . 
renewal date falls due another personal 
letter is sent out to every customer 
mentioning a few appropriate facts and i 
advising him that the roundsman will : 
call for orders; and so on all through . 
the season. i F 
Every morning, too, each roundsman _ 
is given a list of ‘‘due’’ customers. On 
these he calls for an order; and as the 


time has been so carefully gauged, ani 
the customer reminded beforehand 


letter, the order is generally given. 
least. the order goes to this coal mui 
chant and not to another. $ 

The key of this arrangement is 
the coal merchant knows when his cu 
tomers want coal; also he relieves I 
customers of all trouble and respons 
bility as to the state of their coal cel ar 

In other words, this merchant, | 
giving an intelligent service, instead 
just selling coal in a haphazard way 
those who care to ask him for it, 
building up a fine healthy business an 
goodwill. 2 


buyer be the proprietor of the concert 
and he neglects or refuses to see an 
firm’s salesman, he does himself a gr 
injustice. If the buyer be an employ 
he is’not giving his services for which. 
is employed, and im ea “Dh. Case both | 
doing a decided wrong to the firm send 
ing out this representative, 
Admitted, it is not always convenien 
for a buyer to be interviewed th 
moment a salesman pops in, and every 
true salesman knows it and makes such | 
allowances, to-day, 


hearing needful 
weak 


person, and if he trips 


how can the sal e said 


very, very necessa 
himself to know w 
petitive on the market. 

yer always to see and k 


self nd not before then to gi 





- swo outstanding — exist at 
-the moment of how a flexible sales 
_ policy is creating new business. 

For years Rose's limejuice has been 
ano essentially seasonal product, a 
summer drink. Now, however, by 
means of well-designed Press advertis- 
ing, they are aiming to break into the 
winter market by advocating “Gin and 

1e’’ as an ideal aperitif and cocktail, 

). are not gin distillers, but 

: that | the combination, as 

rtisers” Weekly puts it, is per- 

‘hemis ty and perfectly 

e. To women especially the 

of gn and lime is expected to 


ATS. ago a survey of a represent- 
“group of þoth large and small 
rtisers showed that 16 per cent 
velty gifts at Christmas. Twelve 
go a. similar investigation re- 
hat. the number had grown to 
oO per cent. 
his, one conclusion and one 
lusion only can be drawn: the idea 
ves profitable: 
No firm engsges in the trouble and 
xpense, comparatively small though 
both may be, involved in using Christ- 
Mas novelties merely out of philan- 
thropy. Bigger profits and increased 
_ goodwill are the ends which such adver- 
_ tisers have in view. 
=- No business man who plans to use 
novelty gifts at Christmas time, how- 
ever, should regard this factor of his 
_ propaganda scheme as something to be 
_ settled ina few moments. A lot of con- 
structive thought has to go into the 
_ choosing of gifts which will be both 
suitable to the recipients and effective 
_ in enhancing the goodwill of the sender. 
It is in this that the specialist manu- 
facturers of novelties give valuable 


have jobt been looking at some of 
things offered by one or two well- 
ms for the coming: season. 
Adie ee 


o cis: 


ue “quote one of the excellent head 
explains that "Housework Hands De 


ither oni nor — 


ideal are ve bebe 


— wie have’ work i to a p | 
‘Their new selling appeal, there 
Tas 


=o come Bridge Hands", 


is thoroughly sound from the marketing 


angle, and is an excellent example of 


Two good examples of the 
"new angle” to create fresh 


However long a product may has 


: : ṣo been on the market, and however i 
summer drink into — winter market 


tensely every possible line of- sal 
appeal may Rave been exploited, it 
generally possible to discover soife ne 


angle which can be seaccessfully usi 


as a further spur to still wider sales. 
The radio firm which incorporated 


electric clock in wireless sets forms. t 
“other example. 
parkess for established lines, — 


The widening of | 


neck of the jar containing a famous eek 


aai so that a spoon 


finding that something fresh in ap i 
with which to stimulate the sales of 
tablished product. l 


| nother example is nust 
, twist” given in the advertise 
appeal of Hinds’ Cream. Adver 


“penny, er distributed by the ten. | 
thousand. — 
2. The personal gift, ie., articles for th : 


: recipient's personal use: wallets 
diaries, cigarette-cases, 
pencils, fountain-pens, etc. 

3. The general gift type: novelty 
articles for the recipient to use 
in his office or at home: calen- 
dars, telephone-pads, thermometers, 
blotters, clocks, ete. Also 
_cials’’ made up to the sender's own 


_designs to symbolize his products. — 

In the first group there are innumer- 
able ideas: puzzles of a hundred kinds, _ 
blotting- 4 — 


novelty folders, brochures, 


slips, etc. 


“Spex. 


E * serted gave the 


propelling oe 


The interior container of- 
this pen is of unbreakable 
transparent material, thus 
the supply of ink avail » 
abie can be ascertained 

at any moment. 


type 

of foun- ee 

_ tain pen Benes * iy 
‘makes ae 
port — larly — oe 


lif the second group are included such : 
things as golf tee cases, matchbox 


holders, season-ticket cases, waltets 
cigarette-cases, pipes, propelling pen 
ocke knives, — diaries “ani 


guarantee. 














who want to make gifts in 
onnected with smoking, the 
; his idea makes it an inter- 
from the ordinary run of 





$0, ‘branded tobaccos, as 

es, seem likely to be 

nuch wider scale; and the 
| prosperity is bringing 















é, a much wider range 
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in — booklets, cata- 
i window tickets used by 80 


the J argon’ 


: T POULTON 
n advanced one step in the last 


aly a few of the largest and most 
ressive stores seem to me to have 
ved their “cofy’’ to meet to-day’s 
tandards of selling. 

h ve jugt looked through a hundred 
srage catalogues and leaflets from as 
drapery houses, of all sizes, and 
rom magy parts of the country. In 
he majority of cases illustrations of the 
oods are modern and good-—-but the 

j — of times occur the words: 
ual ed valus- unbeatable quality; 


it meaningless 
_ absolutely no 


tever to the prospective 
a: eee i is that 


possible, as not only are 





: be i nes words. The 


This was 


as a thing of that kind could be prac- 


tically guaranteed a place on the recipi- 


ent’s desk for a full twelve months or 
more. No 9 
dispose of s 





2 a handsome thing. 





Gifts of a permanent nature are naturally 

more expensive, but they have a much 

higher goodwill value than cheap, tem- 

porary articles. These two, a new 

in thermometers and a pen stand, would 

be assured a permanent place ilin the 
recipient's office 
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ately and without specific qualification. 


Guaranteed for what, and by whom? 
A guarantee without definite quali- 

fication is absolutely meaningless. 
The words ‘‘quality’’ and ‘‘superior,”’ 


out of that Catalogue 


too, used alone, are devoid of meaning, 
they do not inform a reader and there- 
fore do not help to sell the goods. 

Drapers would add enormously, and 
without expense, to their chances of 
selling more goods if they would use 
only definite “reason why” copy in 
describing their goods. 


Give Customers Credit for 
Some Intelligence : 


Describe the nature of cloth used in 


a coat, say exactly what it is and give. 


the price. The reader has all the intel- 


ed; cheap; a bargain; © ligence necessary to decide whether, 
y . and soon. price against the material described, the- 


article is a “good buy.” 








A well-known outfitting house re- 


cently overhauled all its sales litera. 
ture and made a clean sweep of trite, 









m tales a foot high) were made 
— chromium -plated steel in the form of 
spiral chutes in miniature. 
ot a particularly cheap novelty, but — 
“tt was a most effective advertisement, 



















































ie would throw away or 





-Wraps are Beautifully Wagn, 
Old Are : 
to a children’s ready-to-wear page), — 
“Shoes. for Wet Weather Sports,” etc. : 
These. headings commanded attention 










t 8 
tion labels of —— ana rail. 
way companies. These, too, would be 
ure of a place on any well-ordered desk Se 
Or mantelpiece. cee: 
~ Of the more standardized articles, Le 
saw a wide range of wall and desk cal- 
endars, the latter beautifully made in 
bronze, nickel plate, chromium and ~ 
bakelite finishes. Of desk and pocket | 
lighters there were many designs. 
Clothes-brushes, letter-openers; papers- 
weights, combined corkscrews and. 
cigar-cutters in neat leather cases, desk 
sets in metal, bakelite and marble were 
available at all prices. ; 
I have seen some very attractive new 
designs in thermometers. These have = 
departed considerably from standard 
practice in that, instead of presenting- 
the ordinary mercury column, they are- 
fitted with a large dial like that of a> 
motor-car speedometer. — 
A large pointer indicates the tempera 
ture. The instrument is thus as easy to 
read as a clock from a distance. These 
are made either of a size suitable for 
desk use or, considerably larger as to 
dial, for affixing to the wall. | 
For some time now industrial thermo 
meters have been made on this prin- 
ciple, but it is the first time that I hav 
seen them in this form attractively d 
signed for general use. The idea ce 
tainly increases the usefulness of. tl 
instrument. 
Made on similar lines, for desk or rw: 
(Continued on page 44)* 
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ment insisted that every item illustrated 
be fully and correctly described, with- 
out exaggerated superlatives, and” 
clearly priced. 


These Changes Made ali 
the Difference 


The running headlines at the tops. of | 
the pages of catalogues were also _ 
drastically revised. Here again ridicu- __ 
lous phrases were scouted and sensible. . 
expressions used instead. For instance: — 
“Unrivalled Underwear for the Man of. 
Quality,’’ a good example of utter bosh; 
was altered to: “A Page of Good. 
Underwear.’’ Again, slogans like “The: 
Noted House for Value,” ‘“‘Blank’s for — 
Bargains,” “Established 100 Years; 
ètc., were scrapped altogether as pieces: ~ 
of fulsomeness worn threadbare fifty. 
years ago. In their place were put sane, _ 
conversational expressions linking upo- 
with the goods displayed on the respec- 
tive pages. ps 

On fabrics pages the heading “For ee 
the Woman Who Sews at Home,” was _ 
a quite sensible statement. ‘‘These 
#Y ‘ow : 
(heading — 





Your Kiddies?’' 







their simple directness to the goods 
nder review. 
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Until you have tried the new No. 
I9 Bar-Lock you do not know how 
efficient a typewriter can be: Let 
us send you particulars of its 
Outstanding advantages and many 
exclusive features. Free trial for 
í one week in your own office 
without obligation. 


BAR-LOCK 


SILENT CARRIAGE RETURN 


Other important advantages include a 9-inch 
Writing Line, New Paper Feed, Decimal Tabulator 
(as standard), Instantly Removable and Inter- 
changeable Carriages, Chromium Plated Finish, etc. 


MADE IN 
ENGLAND - 











Showing at 
EXHIBITION OF BUSINESS SYSTEMS 
BELFAST, Nov. 27 to 30 


BAR-LOCK (1925) COMPANY, NOTTINGHAM, ENGLAND 
Makers of the Bar-let Portable. Telephone Nottm. 75141/2 
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FOR the simp- 
lest or the 
most complex 
problem in 
ADDRESSING Sa | 
INDEXING and — r 
RECORDING there is an answer in the 
Addressall Indexograph System. 


We invite your enquiry for experienced 
and intelligent investigation of your 
problems. 


A.DDRESSALL 
INDEXOGRAPH 


More than an Addressing Machine 





ADDRESSALL MACHINE CO. prone. 
266 HIGH HOLBORN, LONDON, W.0.{ Holborn 3571/2 
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SIEMENS 
“NEOPHONE" 
standardised 
by the British 

Post Office. 


NEOPHONE” 
PRIVATE 


TELEPHONE SYSTEMS 


For Sale outright or on Renta/ 


WRITE TO 


RELAY AUTOMATIC TELEPHONE SECTION 
SIEMENS BROTHERS & C2 [P 


38-39 UPPER THAMES ST., LONDON EC4 


TELEPHONE + CENTRAL 2332 
RS We SERN EE I LE 


Telephone: CENTRAL 2332 





SEE OUR EXHIBIT AT THE BUILDING CENTRE 
. 158 NEW BOND STREET, W°% = 





WORK GARMENT S 


now available in 


WHITE and FAST COLOURS: 


Here's a specimen of a- 
LYBRO WOMAN'S UN- 
SHRINKABLE OVERALL 
made in the popular . 
WRAPOVER STYLE 594. 
and now obtainable in a 
‘Suitable range of FAST | 
COLOURS .in addition to 
WHITE, and all CUARAN- 
TEED UNSHRINKABLE | 
and which wash perfectly, 


| These garments have been 
welcomed everywhere and 
have supplied a. jong-felt 
need; giving extra satisfaca ; 
tion and economy. | 

















Central Ediphone Transcribing at Offices of 
FORD MOTOR CO. LTD. 














Installations of more 
an 100 EDIPHONES 


Sample garments and quotas © 
tions will be sent on 
application to -the sole 
manufacturers: z 

















Lybro Works 
Mount Vernon, Liverpoo 







their offices in Great Britain show 
the vast FORD MOTORS organ- 
-believes time-saving methods 
ichinery to be just as important 
r offices as in their workshops 


















SYSTEM a - 
DESK CALENDARS 


— s Renten Desk Calendars, 
with your bueiness annguncement, printed 
TE er sgn fom Sees oer eee prominently, but aneabtrusively, on each 

* tree Daily Sheet, will keep your goods oF 
ed pcr service before the notice of customers or 
prospective customers every hour of every 
working day throughout the whole year, 
— Being of exceptional. utility, “they are 
rf ——— assured of preservation and regular use, 
— wnt and as they command more frequent 

oe reference than any other article of deck 
equipment they constitute the beat form 
of continuous publicity at a minimen cost: 


— C O U P O Naani 
To SHAW PUBLISHING. CO Le, 

é, Carmelite Street, London, E.G. 4 
Without incurring any obligation I ‘would ny 


— in the design of 






a new recordi ing unte "of unsurpassably 
: = alt and several other features 





wenn — * 























— ane Write for particulars: 
— e THOS. A. EDISON LTD., Victoria House 
* Southampton Row, London, W.C. 


4 — and Dealers in all principal cities 
















Without Obligation 
Fill iy and Pose the to have your quotation ſrr.. 


coupon opposite —— System Desk Calendars $ 
and pou will receine — purposes, 
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"here is no need to stress the value of 
the motor-car for the travelling 
salesman to-day. There is probably 
hot a manufacturer in the country who 
‘does. not, on some basis or other, 
employ motor transport for his repre- 


— ‘sentatives. 





















: _ The problem of the manufacturer is 
‘more probably: how to keep pace with 


the best faciljties offered by the private 
_ car which is maintaining such a speed 
of development and improvement. 
_ Business men who visited the recent 
motor show will have understood what 
‘Strides have been made in the produc- 
ion .of the economical chassis, Im- 
{ materials and methods of manu- 
» higher mileage for given fuel 
isumption, improvements in trans- 
n have all contributed to lower 
ise prices and lower upkeep costs. 
anufacturers are Ready 
> ta Co-operate 
me of the most important facts for 
asiness man to consider, where 
his travelling salesmen are con- 
that to-day more and more 


facturers are offering to supply 





—— 


r cars period 






mgo arm. w is 
ughout the country. Several 
for the replacement of its 


ary 


tives’ cars had been tried. 
cheme, whtreby the cars had 
anged for new ones every 3 
¿provet unsatisfactory, for 
nd that, while representatives 
ad very little trouble with their cars 
during the first and second years, in 
th he- proportion of necessary 
overhauls was so high that 
ere unable to cover their 
ficiently, e ; 



















-therefore 


spor emo o ooo l 
A scheme was evolved, not in itself 
revolutionary one, but which will, it 
s thought, solve both these difficulties. 

A car is allotted to a representative, 
permitted to. consider it his 
roperty. In other words, his 
is not restricted to busi- 


















depreciation charges and runnit 
penses. The table shows how 


Thus, : 








basis they work. 


estimate running costs and on what as 


Representatives’ Cars Annual 
. Replacement Scheme 


Estimated running costs based an the cars being 
replaced every twelve months. í A 
: 8 


Petrol, 32 miles per gallon--qo6 gallons 
aR IJS ... — bes ste = 28 


* 






Tax HES wea 
Insurance aan : Perey poe LEEI KETI 
Oil, 1 gallon every 1,300 miles—~zo 

galions at 6/6 * ia * 


wp Io & 





Garage, per annum oe see oe 

Washing and cleaning ... dae ken 

Greasing. decarbonizing, miinor repairs 
and replacements... — — 


8 
© 
eo OG 





£71 mw g 


Firstly, the basis is that the average 
yearly mileage covered by a representa- 
tive on the firm’s business is 13,000 
miles, and that the price of petrol is 


1s. 5d. per gallon. Should the repre- 
sentative exceed the average mileage, 
he receives an extra pro rata allowance, 
and should the price of petrol rise he 
receives an extra pro rata allowance for 
this also. If the price of petrol falls, 
or the representative elects to use a 
brand cheaper than 1s. 5d., he is in no 
way penalized. The cheaper petrols are 
seldom used, for it is found that to give 
a representative a new car makes him 
““‘car-proud’’ and anxious to keep its 
eficiency as high as possible. 
Secondly, the insurance covers all 
risks when the representative, his wife 


Prevent Those 


1 business hours. 


is because the car 





|. There is no allowance for tyres. This 
























_ The traveller receives his car allow 
ance in advance, and submits to 
head office a monthly speedom 
reading. No account is taken by 
firm of private use unless the. 


per annum, g 

The representative's own estimai 
private usage is accepted without q 
tion. . 

This scheme is generous, and becat 
of that the firm think it wil} attai 
object. The efficiency of the ors 
be maintained at the highest p 
possible; there will be fewer delay: 
the road; the territories will be cover 
thoroughly, and the firm will be co: 
fortably sure that no business is slippi 
through its fingers. ae 
















HOURS—DAYS—WEEKS 


One of the most prolific sources of heavy ‘overhead’ is prevent ahi 





absenteeism. Here are two dozen vital points at which the busines? __ 


man can, with very little outlay, check this insidious waste 


bsenteeism, from whatever cause, is 
A a definite burden on overhead 

costs; no employer, therefore, can 
afford not to reduce this factor to the 
lowest possible point. 

Intelligest welfare supervision, far 
môre than. any legal enactment, has 
done a great deal to prevent absentee- 
ism’ among work people of all types, 
from young executives to factory hands. 


* * $ ` ee ; — PNR 

There are many ways’ in wbich 
management can do this without  « 
necessarily making any substantial 
expenditures. — 















Improves Office Work 
In the office a tremendon: 

































no heav 











> fork or appar~ ~ 
hg used, Both glare and heavy 
si vs cause eye strain and headache, 


and these lead to absentegism. 

‘ot, unventilated air, and air that is 

20 cold are bad forthe human system. ~ 

Maintain a steady, comfortable temper- a 

att re, with ample fresh air. Centre: Much more hygienic than 























If your builditg is old and the steam towels are these electrica@y heated air 
heat ng system. is inefficient, electric or hand-driers. Pressure on a foot 
gas radiators can be used to supplement switch sends two powerful streams of 







gas fires are used, pay particular warm air which converge where the 










attention to the ventilation. hands are placed. The air stream can 
If it is possible ‘to coffsider such a also be diverted through the circular 
thing, “an air conditioning plant is, of nozzle shown for face or hair drying 
* * 






























Floors Should Not Hi 
Dust 


Other things which definit 
maintain health in the office : 
which do not harbour dust 
are easily cleaned. Lino 
rubber floor coverings are g 
pets should not be used unles 
of vacuum cleaning is consta 
able. Floor cleaning need — 
difficulties to-day. Machines « 
will wash, dry and polish f 
rapidly than could an arm: 
women. The machines ar 
electrically operated and easi 
by one operator. 

Walls should be of a light. 
covered with a washable dis 
paint.” In lavatories, walls, 
fittings should be of washable 
of which there are dozens | 
brands on the market 





These Lavatory Fitting. 
| Very Little 


Liquid soap in special conta 
away with the ‘Where's th 
problem. Hot air hand-drier 
relectrically by pressure on a fi 
do away with the dirty towel 
mand are, incidentally, cheap 
ihan towels. 


Small deodorizers and air d: 




























a 3 tly recognized by 
Managements even to-day. Improper! 
_ Statse jor typists and other routine @  eflectivel ‘fy the ai 
eee pe ape ee ee EE torios but also in offices 2 
GMS On Of working e Fo Lf Fee. noe , 

[RE ond of thoeda and, in course ot lag Mall Ms small cum, cud ave cores 
Ne, a permanently weak physique. | | — 
mc bete atg firms specializing in the oe 
manufacture of office and other seats. ha ted P : 


/ In this connection, too, spr 
be considered. With these the 
air, as well as telephone mot 
scan be disinfected as many tin 
as necessary with any suita 


„question pE posture and fatigue from 
the hygienic and medical stand points. 
They have, moreover, produced some 
highly informative literature on the 
“Subject. Office managers would do well 
to study some of this literature; they 


eg A septic liquid. 
would find in it information on how — 










ng definitely cuts costs by: 
e element of fatigue. 

lly designed to accom- 

man form in the most 

Cheap to install. They] 


Left 3 Thanks to the research whicl 
py been carried out into the subject of sei 
Be 2h employee can be Provided with 
mexact kind of seat which will enable 
mT her to work without fatigue. | 
m type Shows the adjustment of a back 












































ne of the most important develop- 
9 ments in the clothing trade was 
the introduction and the success of 
e great wholesale clothing and mul- 
ple shop combines. Their efforts were 
n the early days concerned mainly with 
th production and marketing of inex- 
3 clothing, and before long they 
ed the approbrious nickname of 
ach-me-down’’ makers. , 

Was not tong before such firms had 












male man, and it is a 
fitality that they were 
do this in a very short time. 
any differs sharply from the 
f fi — mentioned above. 


















dificult sto surmount. The 
we catered was the 
a e pay a 


H “to the idea of wearing 
le clothing. . This prejudice 
tobe overcome... 

here was an additional difficulty. 
did no distribute direct to the 
through our own shops: we are 
Manufacturers, and our cus- 
mers are the retailers. 

- Retailers with good connections were 
_ maturally reluctant to branch out into 
_ what was virtually another field of busi- 
De noss, unless they were absolutely con- 


ug tus p aa an Sarad ducts. This goes a — W. 


vinced thát our new products —— 
find favour with their sceptical cus- 


tomers. This problem has affected us 


a great deal ever since we began busi- 
ness, and we realized that the first thing 
we must do was to convince the re- 
tailers that we could actually ft any 
figure from stock. 


actual demonstration. 


Experience has shown us what. rang — 
of fittings we normally require, and how. 
this. complete range is kept permanently 


in stock in our new showrooms. 


Here we receive our retail customers. y 


Many of them are inclined to be dubiou 


when we first make our claim for the 


comprehensiveness of our range, A 


this point we ask the customer or the 
prospect to remove his coat, and from. 


stock we produce a garment which fit 
him perfectly... Then, while he isa 
ing his ow: smart appearance 





impress him with the truth of ou 
statement, and the matter is usually 
clinched when we produce from a press 
a garment made in the year 1898 by 
the founder of the firm. We explain 
that this garment was in daily use up 
to two years ago, when we obtained it 
from the owner in return for a new suit 
and made it our proudest museum 
specimen. The retailer normally knows 
as much about tailoring as we ‘do, and 
he invariably admires the perfect crafts- 
manship displayed i in this old frock-coat. 

A comparison is then made between 
the work in-this garment and the work 
in any garment which he chooses from 
the stock, The comparison usually 





a F Short-Cuts, Plans and Ideas from the 

























There is.only one way of sustaining” | 
such a broad claim, and that is by — 


provisions we have- 
premises, which have ° 
of facilitating the product on 
possible garments, keeping d 
costs, and making our “— 
fortable in their work... 
noted that when we ment 
dewn costs’ we do not mean o 
paring’. For instance, whilst 1 
the. processes in the manufacture 
ments are carried out by. mass-prod 
tion methods, the finishing of eve 

ment is done individually. The co 
higher than it would otherwise ] 
we have the satisfaction of know 
that no slack work is allowed to go — 
unremedied. et 


+ 


The provision of thaee buying rooms sin < 
the new factory enables us to see every 
traveller who calls, and to give Rima |. 
sympathetic and quiet “hearing, free 
from interruptions. Each room, has one | : 
wall completely composed- of wadow 





Po space, with a north: light. for. 


tjon. -Travellers apprec 
RUSE they knew that wW 
ods are le they. are bou 


When orders are received, they are 
transcribed on a quadruple sheet. 
One copy is kept in the office for in- 
voicing; the second goes to the cutting- 
room; the third to the dispatch depart- 
ment so that a delivery note can be 
made, and the fourth to the cloth room 
for a stock record. The old system of 
having a separate entry for each of 
these purposes made possible many in- 
—* te clerical mistakes between 
the receiving of the order and its de- 
livery. Now these mistakes are impos- 
sible. 
+ 


hen cloth is received it enters the 

building by the reception bay on 
the greund floor and goes immediately 
to the cloth rooms, on the same floor. 
Wanted for a garment, it is sent from 
the cloth rooms to the cutting room, 
still on the ground floor, and after that 
the cut garment is tied in a bundle and 
sent to the various departments by lift. 
As far as possible, the processes of 
| manufacture begin at the top of the 
building and finish at the ground level. 
There is nothing new in this, but it en- 
ables us to have a most useful labour- 
saving device—a chute—down which the 
garment is sent to the department 
which requires it next. Finally it 
arrives eat the pressing and finishing 
departments on the ground floor, from 
which it goes to the stock room. The 
efhute saves much time and money 














Circle: Part of the main girls’ dining-room. 
Here meals are served on the cafeteria prin- 
ing paid for before the 


ciple, all goods 
customer leaves the counter. 


+ 


Right: This is the fine T 





errace restaurant. 
The meals here are charged for on a slightl 
higher scale than in the dining-rooms, thoug 
both are „pen to all grades of employees. 
There are separate restaurants for directors and 
|, administgtive 


which would otherwise be spent in 
inter-departmental transport. 

A progress ticket accompanies every 
garment throughout its route. This 
ticket is perforated, like a sheet of 
stamps, and each perforated square 
represents oné process in the manufac- 
ture of the garment; when a process is 
finished, the corresponding square can 
be torn off and used for book-keeping 
purposes. Thus, by a glance at the 
amount of ticket remaining with a 
partly-compketed garment, we can tell 
at once what amount of work is still 
to be done and so judge the time neces- 
sary for its completion. 


+ 


pm the buying rooms, the cutting 
room has one wall completely com- 
posed of window space. Again the light 
is north, to facilitate cloth matching. 
The designers do not confine their 
efforts to evolving fresh designs for gar- 
ments: they have a roving commission 
to*make suggestions for improvements 
in any process of manufacture which 
they may notice. This plan is followed 
because the designers, more than any- 
one else, are in touch with the garments 
right to the actual selling of the finished 


product. 
> 


AS we keep a fairly large stock, it is 
necessary to see that the garments 
are clean and fresh; our stock room is 
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therefore fitted with double doors to pre- 
vent the intrusion of dust. A special 
air-conditioning plant has also been in- 
stalled. Any small amount of dust 
which may intrude in spite of the 
double doors is prevented from affect- 
ing the garments by the outlets, which 
are at the level of the floors. The suc- 
tion from the room is so great that the 
dust has no opportunity to settle on 
the garments. Thus they are kept in 
perfect condition for selling. 

The switch for the stockroom light 
operates a red warning light outside the 
door, so that it is not possible for any- 
one to be locked in by mistake. 

+ 

n all departments the heating apparatus 

is near the ceiling. This is because 
heat rises. Special vanes on the apparatus 
and the ceiling reflect the heat down- 
wards, so that the hot air is compelled 
to travel all round the room, assuring 
an even temperature. This prevents 
any of those chilly spots which give 
employees colds in winter and thus re- 
duces efficiency all round. 

> - 

ede: ea the factory we have point 

lighting. Each light has an indivi- 

dual switch, so that we are not com- 

pelled to have several lights burning 

when only part of a department is 
(Continued on page 38) 
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away quickly. 
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This aim is considerably 


CANTEENS AT BOURNVILLE 


t the Bournville canteens Cadburys cater for some 5,000 
A people per day; this is for regular meals. In addition, 
the canteen staff provides for all the firm's social 
functions, conferences, visitors’ meals, and for the many 
sports clubs’ refreshments. 
One of the most important points of the canteens’ organiza- 
tion is to serve the employees quickly gnd to Jet them get 


d regularly by the same’ 


5y 
` 


helped by the exhibition of two 
days’ menus, thus allowing users to select and order their 
meals a day in advance. Each ‘customer’ has his or her 
regular place, and each table is serve 


Our Systems Dept. 
will be glad to tell you all about | 
the Visible principle and how | 
it may profitably be applied tò 
your business. Will you consult: 


them — without obligation? 


ofa complete tange of. 


eri: 


-Does it show you 30 customers ac 
“page? Does it tell y 
customer when a custor 
é months — when an overdue account is. 
point — the result whengut in hand for 


Your 
Hire 


Purchase 


Ledger 


| Accounts | 


| Ledger 


Does it show you JO customers accounts on 
each “page” ? Does it tell you date 
customer pays who have defaulte 
whether these have had ist, 2nd or or 
“ arrears letter-~the subsequent. ection 
taken? (See istration). o 


posting and reference (2) Complete control of each ac 
or record by signal, but also (3) Absolute security of s 


is very reasonable. 


(4) Ideal compactness (5) Easy portability... AND its 


modern eg uipment 2 for ! 


— VISIBLE REGORDING —____— 


MACHINE ACCOUN 








o-day’s highly competitive markets, management requires more from 
than the financial position at the end of a definite period. The 
le basis of the modern Punched Card System of Accounting is to 
cord every transaction in such form that it is not only usable for the 
quick performance of the ordinary routine of accounting but is instantly 
available to produce comparisons and analyses: for management. The 
walue of these reports lies in the fact that they are complete and current. 


* 


Disclosures are made in time for correction of policy. 





The POWERS CARD is the basic accounting record, [readable if 
desired. The location of the holes in the card determines the words and 
figures that will appear in the books of accounts. Through the Powers 
Automatic Punch the otiginal records are transcribed into Punched Cards. 
The POWERS SORTER receives the cards and arranges them by - 
any common denominator. Because of this mechanical means of sorting 
all kinds of analyses for management are possible. The POWERS 
TABULATOR interprets the holes in the cards and produces in ° 


_ printed visible form the various records required for routine accounting 
eas well as reports for management. i F 


Write ‘to-day for the Powers Booklet ‘Accounting for Management Control’, which 
n oko = fully explains’ how the Powers System can be applied in your business. 
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inety per cent of routine office 
work to-day consists of figures of 


one kind or another. Each day 
an army of clerks attacks such jobs as 
invoice extensions, checking and prov- 
ing sales slips, the preparation of cost 
figures, the calculation of estimates and 
quotations, the figuring of payrolls; and 
this continuous arithmetical work forms 
the very basis of the statistical records 
which provide the busy executive with 
his unfailing means of control over the 
progress of his organization. 

To an ever-increasing extent the 
supreme value of mechanization is 
becoming recognized, for it is elemen- 
* tary that slow, brain-wearying pencil- 
and-pad methods cannot produce that 
uniform accuracy ang speed which are 
essential. e 

The calculating machine takes all the 
hard work out of figuring by ensuring 
a mechanical accuracy which leaves the 
operator free to concentrate upon the 
result rather than the means. 

With calculating machines, cost 
figures can be carried to five or more 
places of decįjmals wigh the greatest of 
ease, engineering culations can be 
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=. 


” The Calculating Machine can aid the 
à HEAD of a business by providing him with 
data at a speed and with an accur- 
acy unobtainable by any other means 


made with minute accuracy, the most 
exacting mathematical tasks can be per- 
formed with lightning speed, and the 
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complicated problems peculiar to our 
systems of weights, measures and 
currency are no longer formidable. 


These Two Machines Do 
Different Jobs 

There are two kinds of calculating 
machine: the key-driven, where the 
mere operation of recording by pressing 
down the appropriate keys at the same 
time effects the required calculation; 
and the crank-operated type, where 
setting and calculation are independent 
operations. 

The crank-operated type may be 
further divided into key-set and lever- 
set machines. 


SAVE THOSE WASTED 
\HOURS — DAYS — WEEKS 


(Continued from page 28) 


In winter very few firms, either in 
offices or works, provide any facilities 
for the proper drying of coats, etc. 

In some large buildings racks are 
arranged in the boiler room in the base- 
ment, where coats, etc., can be dried 
on particularly bad days. In outlying 
districts, where workers cannot get con- 
veyances tq bring them near to the 
works in bad weather, the management 
should give some thought to this 
problem. 3 


Overalls are Useful in Almost 
Bvery Industry 


The question of overalls and uniforms 
. 


applies particularly to factory workers 
and depends a good deal on the nature 
of the work involved. 

In general, however, it is true that it 
is more hygienic for workers to wear 
godd, clean uniforms of some kind than 
to work with their own clothes con- 
stantly exposed to factory conditions 
and materials. This applies whether 
the nature of the work is dirty, such 
as in engineering, or highly delicate 
and clean, as in foodstuff manufacture. 
In the one case uniforms protect 


.the worker, and in the other they 


protect the materials being worked 
upon. > 


Facts and Figures 


WHEN 
y You Want Them 


The key-drjven type is distinctive in 
that it performs multiplication ang divi- 
sion as extended processes of addition 
and subtraction. It follows, therefore, 
that this machine is most effective 
where the bulk of the work consists of 
the simpler arithmetic processes. 

The crank-operated machine provides 
for the setting up of the amount on the 
keyboard and turning the amount into 
the dials by means of a crank, or a 
touch bar, as in electrically operated 
models. With the lever-set machine, 
the amount is set up by means of the 
levers and turned into the dials by a 
crank. Subsequent operations are per- 
formed by turning the crank gn one 
direction for multiplication and the 
reverse for division. 


multiplying keys is provided. In either 
type the process of division is made 
automatic by locks or bell signals. 

The crank-operated machine is mainly 
for the more involved processes of 
multiplication and division and shows 
to best advantage here. 

Referring to the difficulties inhgrent 
in our system of currency, it is interest- 
ing,to note that there is one inexpensive 
crank-operated machine which has been 
specially designed to cope with ‘them. 

(Continued on page 40) 


Do Not Overlook the First 
Aid Cabinet 
Without going at all into thes possi- 
bility of having medical, dental and 
other complete forms of health serviée, 
even the smallest firm Should not nég- 
lect the fitted first-aid cabinet for use 
in case of minor accidents, Where it 
is at all possible, too, some one indivi- 
dual on the staff should be sought who 
knows the elements of first aid, and he 
or she should be detailed to look after 
the cabinet and any cases which come 
up for treatment. 
In most organizations it is usually 
possible to find a p&son who has at 
feast some knowledge of this kind. 


e No cut, scratch or bruise, especially 


if contracted in a factory of any kind, 
should be allowed to go untreated. 
Many weeks of absenteeism ¿may be 
prevented by timely angi propef atten- 
tion to a small injury. te 


a 





n in 1934 there are still businesses 
t may @ven be termed fairly 
concerns. which still treat the 
- cash book as nothing more than 
nemorandum book, a memorandum 
k, moveover, kept in a very slovenly 
a è 
ejs only one system of any value 
for aftewall this book is one of 
nal entry with the exception that 
ipts are solely obtained by reim- 
cheques drawn on the main 


traders enter up in the petty 

{items of actual cash received, 

a practice is not advisable, and 
sary, therefore, for all cash 

aid into the bank. 

ag procedure is the best 

e of keeping the petty 





the probable amount of 
weekly for this expendi- 


E 


presuming it to be £30, draw 
e crediting the main cash and 
petty cash with this amount. 
ine the first week the expenditure, 
ounts to fzr 4s. 8d., then draw 
ague for fer 4s. Bd., which will 
ng up the amount in hand to 
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This method is adopted throughout 
the year, so that at any time the clerk 
in charge should be able to produce £30, 
either in cash or vouchers. 

If it is found later that £30 is 
insufficient for a week’s expenditure, an 
additional cheque for £10, say, can be 
drawn, bringing the new balance to £40. 

The numbering of vouchers and inser- 
tion of corresponding numbers in the 
voucher column is carried out in the 
same manner as for the main cash 
beok. 


Keep this Strict Rule: a 
‘Slip’ for Everything 


It must be remembered that it is not 
always possible to obtain an ‘‘outside”’ 
voucher, but a rule should be made that 
for these particular items a petty cash 
voucher slip should be filled up and 
signed by the person who made the pay- 


ment. (See illustration of petty cash 
voucher.) 


There may be the following amounts 
paid out by the staff who did not, or 
could not, obtain outside vouchers: 
Tea for office; bus or small travelling 


Be 
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By 
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expenses; tips for some particular ser- 
vice; a subscription; Christmas boxes, 
etc. 

For any of the above or similar items, 
a slip should be made out by the person 
who made the payment, which should 
be countersigned by a manager or some 
authority before it is entered by the 
petty cash clerk. 

With regard to the analysis columns, 
these must be regulated according to _ 
the requirements of the business, and 
should be entered or curtailed aso 
desired. A discount column is required 
in connection with any small bought 
ledger accounts which are paid out of 
petty cash. 

The ledger accounts column, apart- 
from the bought ledger column, is used 
for direct postings to any other ledger, 
and is used chiefly for items which do 
not often occur, 

The total of the ledger accgunts and e 
bought ledger columns do not require to 
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“The book should be balanced weekly 
or monthly), and the cross-cast of the 
analysis columns (excluding discount 
column) must agree with the total pay- 
ment column. 

- The totals of the analysis columns 
_. should be carried to a summary at the 
= end of the book, and those which 
_. require posting should be posted either 
-half-yearly or when convenient to the 
debit of their respective accounts (dis- 
* count to credit of discount account), to 
save posting these totals every week. 

_-Half-pennies should be disregarded 
ind adjusted from time to time if 
iecessary. 
ravelling, bate ae, carriage, etc., 
instances of expenditures which are 
riably passed through this book, 
with the consequence that any increase 
7 above-named or other expenses 
‘be overlooked unless brought to 
the analytical columns. 
ach analytical column should have 
n heading, as it will only cause 
sion if postages and telephones are 
nixed up in one column for the sake of 
space, which would, in addition, defeat 



























ca one of the ‘‘general business” 
J floors of a Fleet Street publishing 
oe ‘Rouse, the “‘open office’ plan was 
opted. This was done mainly to 
re a:b better distribution of daylight 


: Didn’ t Pay 


possible by the system of a multiplicity 
of small offices on one floor. 
A problem at once arose, however. 
` The clerks in the open office were not 
on ‘‘mass production’ or routine work. 
The majority of them were concerned 
© © with special individual jobs connected 
with widely different subjects. Hence | 
it was not possible to have a general 
— supervisor or room manager. 
> In the absence of such control it was 
found that employees on this floor 
tended to wander about a good deal and 
—— indulge in far longer personal discus- 
sions with one another than the work 
actually warranted. 
= There was no suggestion that this 
sort. of thing was intentional, but the — 
easy acctss which one employee had to. 














Whereas a young man might quite : 


iscuss a certain matter, about the work 





pet l 
useless to keep postages and ` telephone 
charges in one column if there are separ- 
ate. accounts © for.” 


corner of his desk, to drift into. ‘the x 
subject of holidays, coming football or- 
something of that sort. 
have been a 30-second talk, lengthened 
into one of 5 


bis E7 Open Office P lan 


— better — of air than was 


another unconsciously encouraged it. - 


legitimately” need to walk over to 
olleague to ask a certain question or: open 
ahe. 











n the Impersonal Led 


ese in the ledger. 
No petty cashier ‘should be allowed to 


Where Slips are drawn. for iyne without proper: “Receipt 
this Voucher must be made out and Passed ae Receipt. 
+ 





take any money irom any source of ae : 












bursement other than from the amount 
drawn for reimbursement, and if evel 
shilling is received for a cash ay 
should be paid into the bank: ) 
The question of obtaining | vO 
for every payment is a most negle 
feature, and should be insisted on 
already explained, for no one can 3 


up expenses accurately from ‘menor ve 


however small they may be. — 
I O U's should be strictly forbi — 


or 70 minutes, 





—— munication” e was. ‘not hin 
ee oo Cubicle plan, nor was the 
of light and air interfered > 


Then there was the factor of ** 
traction”’ : 
contained a number of small closed 
offices for departmental executives. 
There was constant traffic of persons 
from other floors, and from outside, to 
these offices. Such traffic had a dis- 
turbing effect on the workers in the 
open office. 

The management saw the gradual 
increase in the waste of time which was 
occurring in this open office and decided 
to check it. 

It was not desired, for hygienic. 
reasons, to close in the floor with a 
number” of separate offices. Desks, 
“therefore, were ranged as close to the 
wall as possible and cubicles, rather 





like large stalls in a stable, were made 


-of light wood and opague glass. 
Each cubicle held from one to thrte 
employees. 


= constantly: by 
advances, thereby depletin 
may be urgently required. 


be carried out by cheque an 


opened accordingly, 
affairs is necessary. 


t „to slack bookkeepers now 


system will prevent fra 
expenditure which is rapi 
©- will be immediately disclo 
columnar form — the d 


pena as —— The fact 
person could no longer se 
yards away kept from hi: 
the idea of strolling over t 
«o with that friend. 


What should 


One side of this open office ; office produce much better res 





Even though the cubicles: had one 
re, of % sy - (including the name of 


= ja tie case of "non-dglivery 












Any advances made to th 
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Forbid, dbsolu a 
the use of 1.0.U’s; 
they are one of the 
most prolific sources 
of ‘ unbalangeable’ 
petty cash acci unts 





EEOAE chm seAna win 


Scientific accountancy is an i 





Iti is nae argued that this: í 





















- Similarly, the arrival o : 









The arrangement has o 


—— employees being able to € 
centrate more on their work, =. 





When You Post Abroad 


eres a useful idea used by < onw” a o : 
business hguse; it could w@ll be 
adopted by an? firm having? corre- — 
spondence abroad. ae 
Envelopes, no heavieg, but of better » 
quality and tougher than those for 
inland postage are used for posting- ; 
abroad. Typists are instwicted to use 


these stronger envelopes for any foneigy : > : 


address. 

In the space where wa stamp hah een fie AS 
go is printed the note :—- aa oy IR 
Stamp Carefully’* This helps the 
room. 

On the back of the envelop 
printed e the name and.. f 
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Among The l atest En 


_ BUSINESS 
FQUIDMERNT 


Right: This is a time switch for 
electric lighting circuits preduced 
for those who want an apparatus at 
a particularly economic price. The 
mechanism is designed so that 
Switching on cannot take place unless 
the clock is wound, thus the opera- 
tion is virtually mistake-proof. Prin- 
cipal applications of the time switch 
are : shop windows, automatic vend- 
ing machines, signs and arcades. 
The clock, incidentally, can act as a 
public timepiece in shop, arcade or 
elsewhere 








Left: This is only 
one example of a 
wide range of sample 
cases designed by a 
firm of specialists 
to meet all kinds of 
particular needs. The 
idea behind the plan is 
to provide the salesman 
not only with a case 
which is compact and 
easy to handle, but one 
which also is designed 
specifically for his 
goods, and which, by 
good, business-like ap- 
pearance, creates a 
favourable impression 
on the customer 





Above: This staff locator enables a system 
code calls to be used at one or more 
ints in an organization. It is easily 

installed, requiring only two wires to each 

point. The key to the twenty code calls is 
iven in the chart on the front panel, control 

Bilag by six lever switches operated by the 

‘switchboard or any other attendant. The 

locator enables immediate contact to be 

made with the works manager or any other 
individual by means of a pre-determined 
recognised code call 





CHART 2 LIABILITIES AND CAPITAL 


BALANCE SHEET ACCOUNTS PAYABLE $75.000 






> 
Cate B0000 







ACCOUNTS ANO — NOTES FPAYAGLE Si0ac00 
NOTES MECHKIVASLE §'Po00 


cvunReanr 


OTHER CURRENT LIAB, $0,000 


CURRENT 


INVEMTORIES 20 c00 


LONO TEAM LIAS 
(BONDS, ETC) 8208000 


EA CURRENT ASSETS SALOCO 


RESERVES S000 





x y 
ie n © CAPITAL STOCK, PREFERRED $100,000 Above: The proper storage of em- 
ployees’ bicycles claims attention of the 
management of every industrial works. 
The device shown here is the outcome 
of careful study of this problem by a 
specialist firm. The racks have been 
reduced to the simplest possible design, 
but they are made sturdily in steel. An 
outstanding feature is that the racks are 
in short lengths, each holding 3 cycles, so 
that any total length of rack can easily be 
made up at a low price per whit. The 
racks, while self-supporting, can, if 


CAPITAL STOCK. COMMON $406,000 


şt T WORTH 


SURPLUS APPROPRIATO $30.000 


SURPLUS ACCOUNT $509000 





CEFERRED CHARGES $71.000 


TOTAL LiaBiiLrTigs 
TOTAL CAPITAL EMPLOYED pugag 


ANO CAPITAL. $1 008,000 





— — hich produces graphic analyses of figure facts without the required, be anchored to floor or wall. 
—* — etl ali Reh Be principle is that it furnishes a flexible charting medium Furthermore, if space is limited they can, 
of white material, in the form of strips of paper which are laid out and fastened to a back- be supplied to house the cycles at an 


groun . The board is then photostatted and the negative print is the finished angle, that the space occupied is little 
chart d S sage aa r DA charts can be — up in this way not only more quickly, but also more than 18” from front to back. The 
l thore accusately than by hand drawing, even by a skilled draughtsman normal depth, front to back, is 21” 





o) OVERSEAS S STAFFS 


(Continued ) from page 13) 





effect and evokes the right response. 
. The fact of a managing director him- 





— self talking direct to his overseas col- | 
8 leagues i is inspirational; that is no exag- 


ee geration. Britons throughout the Em- 


oo ‘pire are, almost without exception, far | 


ce more pro-British than are the people 
here at home. 
great significance which too many 


o manufacturers doing business overseas | 


- _ fail to recognize. 


Dee By demonstrating convincingly that | 
. head office is personally interested in, | 
~ and is personally backing, overseas! — 
oe efforts, the goodwill of personnel—. | 
though thousands of miles distant—is | 


_ cemented to the parent company, and 
-stimulated in a way that is impossible 
oe by any other policy. 


Plan No Trouble to the 
Business Man 





















organizing on to the business man. 

hat actually happened was this. We 
the Post Office exactly what we 
to do, and within a few days 
had spe tai the a and we were 
ready we 7 





n l “te ode.” with * technical 
arrangements, we had to draw uP, our 


x peaditure gf time * money. 
Ilys having regard to the scope of 
— ifs cost was surprisingly 
irst, then, my own opening speech 
as prepared at ordinary length. This 
was done so that every necessary point 
could be covered. Next the speech was 
_ pruned of all superfluous wordage; that 
reduced it by aboyt half. Then, by 
very intensive sub-editing, it was nar- 
_ rowed down still more till the real 
‘meat’? only remained. 
-~ We then allowed a few minutes for 
| the overseas men themselves to send 
greetings, replies and to exchange a 
word or two with one another. = 
The broadcast took place from my 
o own office: I occupied, my usual place 
at my desk. The essence of the thing 
-< was that it should be purely-a business 
_. undertaking, a man-to-man talk, with- 
out the Barrier of distance. 
In one way, as a matter of fact, we 
: did make the occasion a little more 
— elaborate than is usual with a piece of 
-ordinary routine. But there was a 
reason for that. 
To secure the full ‘‘get together’’ 
effect of the conference we did not con- 
: fine the meeting to the top executives 
round. Earphones for listening-in 
ere provided for about fifty people, 
peakers were installed in: the 
to. enable the London 











And this is a point of | 


The pure mechanics of such a confer- d I e 
ce as we had throws no labour of | M 


whole orgagination J 











| ~ PORTABLE—easi ly carried |... FAST—ele 
SIMPLE-—anyone can use it. 


“ledgers, prepares statements, handles all be j 
Joes INEXPENSIVE.—brings advantages of modern mach 
Sbecounting methods within Teach of smallest busine 


Machines, 


== MINUTES 


— 















æ TTT a aiit 
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BURROUGHS | 
desk model 


. . CONVENIENT —no bigger than a tyi 


_ AUTO 
subtracts, balances all accounts daily ... FLI 


BURROUGHS ADDING MACHINE LIMITE 
Chesham House, 136 Regent Street, London, W.E- 

Phone: Regent 7061 (Private Branch Exchange). Branches in principal cities. 

Burroughs manufacture a complete range of Accounting Machines, Adding 


Machines, Statistical Machines, Typewriter Billing and Bookkeeping 
Calculating — Cash Registering Machines, ete. 





in your Profit and Loss account just as money deus: Réckon — 
up the time lost through bad time-keeping—-time during. which oa 
your overheads are mounting ; ; then you will see the: wisdom Pees 


installing the famous “G.B.” System. In times like these — Le 
an economy, and quickly pays for itself British 'hroughor 


Send for Catalogue, 
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stood by — aa | te lave con 
tributed to our fine year. Moreover, | 
we wanted to transmit to our’ friends: 
abroad the true atmosphere of the 
actual offices here which most of them 
know so well. 

Our Dominion executives had invited 
their staffs and some of their important 
clients to utilize this opportunity to get 
into personal touch with us in London. 

We wanted our overseas friends also 
to feel that, though thousands of miles 
ï away, London was personally interested 
in their problems and appreciated their 
business. 





Cost No More than 
Phone Calls 


Now this world phone conference 
lasted only ten minutes. It cost us no 
more than an ordinary overseas tele- 
phone call to each of the centres separ- 
ately. But the tone of the cables and 
letters of appreciation which we sub- 
sequently received prove beyond a 
shadow of doubt that it was the most 
successful goodwill promoter we had 
ever undertaken. 



















THE WY NDO TAN 
EXPELS USED AIR | 


EASY TO FIX : PRICE £5: 5: 0 
FURTHER PARTICULARS 





























With our staffs and customers out FROM THE | 
there, headquarters in London is not — 
a mechanical bureaucracy thousands of CRITTALL VENT ILATOR — 
miles away, oblivious of personalities | f COMPANY 





iBranch of Richard Criliali & Co., b * 


and intent only on getting orders. It l — 
43 BLOOMSBURY SQUARE, LONDON WOL 


is the live centre of a big family, ready 
to assist in every possible way. And 
it is, above all, human. 


Speaking from a good many years’ 
experience, it is my opinion that a close 
personal association with all overseas 
connections is one of the most valuable 
assets a firm can cultivate. It is no 
mere point of sentiment: it is a major 
point of management policy and should 
be developed by management to the 
fullest possible extent. It is a definite 
goodwill and business builder. 






















ES OF LONDON WITH 
TOR AND MESSENGER 
SERVICE TWICE DAILY. 
2EPLETE WITH MODERN 
IGH-SPEED MACHINES 
DNTROLLED BY PAINS- QUALITY Work: Mass | = | 
oe — GE Production Methods SMALL PORTABLE APPARATUS 





(Continued from page 30) All Problems of AIR PURIFICATION 


working. As the points are arranged DEODORISATION, etc., solved by 
to give the necessary amount of light 


in each case to ensure efficiency, we OZONAIR APPARATUS 


can insist on economy in lighQng. The 


cost of the separate switches is morg VENTEX AIR FILTER 
than offset by the saving which they cleans the air to the point of sterilisation. 
bring. 


As some of the processes of manufac- |] OZONAIR PURE-AIR 
| gure are very noisy, it is not possible to |. PL ANT 

have loudspeaker telephones to summon | — 
executives who are wanted in another 


department. Accordingly, we have a]. d o z 0 N A I R L IM I T E D 


system of lights and buzzers, controlled F DEPT. “Sy” 


from the office of the telephone opera- HAIR ROUSE Bt. Leonard Sit, Lover, Swi 
= | tor, which does the work equally well. r ENN 


(Continued on page 41) 
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yur “assistants are not perfect; both 
rou and they know it. Perhaps it 
is not. as obvious to you, however, 
‘jt is to them that frequent criticism 
“your part does not tend to improve 
matters; it is far better to have an open 
and frank discussion, to co-operate for 

-~ your mutual benefit. Only in this way 
can. effective remedies be found. If 
your. assistants smoke in business hours, 
drink excessively at lunch time, or flirt 
_ with female customers let them say so; 



























stricken as you feel angry, and they will 


: othe- end.. 


r Rimet and let the customer — 
















not A entira y —— 
ank you. 


Aea other members of the cus- 
¥ tomer’ s family, do I ever mention 


I say nothing at all if the customer 
- has been tedious or troublesome: 2 


s 


always Took directly at customers 
— when. speaking to them? 
ever indulge in side remarks about 
the dress or mannerisms of my 
_ customers? — 
drink. alcohol during business hours? 
-ever retire during business hours. to 
= smoke? 
immediately lose interest in a cus- 
~ tomer when convinced a sale can- 
not be made? 
indulge in flirtations with women cus- 
tomers? 
— Antorm myself of what other shops 
are offering? 
Mee -—carefully cultivate my memory. for 
names and faces? 
- — —notify customers about the arrival of 
new merchandise specially suited to 
— their tastes? 
—place. parcels directly into the cus- 
tomer’s hands? 
-ever hold the change after completing 
g a sale, in an effort to detain the 












= another sale? | 

require frequent 
writing names and addresses? 
ash my breakfast and hurry 
-through lack of Cees . 








they probably. feel just as conscience- | 
elcome an opportunity of improving. - 


this catechism before them, and | 
et them ask themselves the ques- | 


We are always glad to 


z -cust mer while trying to make | 


repetition | when pa or | reluctant Je tak 





—note aia 4 pass on any -idea D may 





to improve the organization, of | i a 


- shop ? 


-persuade ae customer to buy. even | 
when I know the purchase will not 


properly suit his needs? 
adapt my selling to the obvious mood | 
of the castomer? 
always address customers by name if 
possible? 
-accept all opportunities to spread 


goodwill on the part of the busis 


ness? 


—continue conversation with other 
employees after starting to serve: a 






customer ? 


. —consider_ my present job- temporary 


or unimportant? 


ount out the change and ay.” —carefully read all the adver isements 
- study equally carefully the advertise- 
oT say Thank-you to the customer? 

o I place goods and change on the 


issued by my business ? 


ments of competitive firms? — 


—ever criticise the shop management 


when talking to customers? — 


——ever try to escape disagreeable « cus- 


tomers? 


Am I 


—reliably informed — our. de- | 


-livery service? 
—informed 


durability, style and price? 
—as much interested 
sales figures? 
-painstaking about the appearance 
my teeth, hair, hands and clothes? 
—frequently dull and listless on account 
- of proper rest or recreation? 





thoroughly familiar with all details of | 


o the stock? 
—always patient with customers | 
younger. than myself? 


sibility than I was two years ago? 

—always polite and considerate in my 
dealings with other members of the 
staff? 

—always alert to suggest improvements 
in the firm? 

-addicted to slang, familiarity or 
smart remarks in talking to custo- 
mers? 

—careful to make no promises which 
cannot be exactly fulfilled? 

-ever impatient when dealing with 
deaf, foreign or elderly people? 

«always familiar with the merchandise 
in the window? 

fully aware that my services are 

appreciated and will be. 

according to their value 








INDUSTRIALISTS ` 


regarding manufacturing | 
‘processes as they affect quality, | 


in satisfying | 
customers as in keeping up my | 


— 


Benefit of £1 per we 
—now in a position of greater respon- of £1 per we 


the age of 65. 


warded 
















L EADING -o 





recognize 6 — 


AN EXAMPLE: 

Assuming full 
20 years is tompleted, 
per day, Employer r 
half if desired, . 


WRITE FURTHER: sits 
General Secretary: a wo 
IDEAL, BENEFIT. oer — 
PITMASTON ° 

BIR INGHAM, 8 
































can hay 


can have simplified routine, greater accuracy, 
sed output, 





ntrol—net result—A MORE PROFITABLE OFFICE. 


Many executives have proved this with the result that we 
have just completed a further extension to our factories and 
are now in a better position to serve you. 


There is a case for SHANNON STANDARDIZATION 
vithout dislocation of routine in every progressive business. 
| US prove our case to you. We shall be pleased to 
sent it to you in person—or, on receipt of your card, 
send you Brochure on MODERN BUSINESS which sets 
our case. Send for your copy to-day. lt is FREE. 
















HOUSE, 15-17-19 KINGSWAY, W.C.2 


Bristol, Glasgow, Liverpool, Manchester, Newcastie-on-Tyne and 
f — Cairo (Egypt) 


METRIC SYSTEM 

te. fhe F ENT NO so e + 
MAY BE INTRODUCED INTO GT. BRITAIN 
SO DAY—BUT MEANWHILE THERE IS THE 


CULATING MACHINE 












Teo r 
ENSUNnE igs 


$omen ee 
TTT Ter 


no 


PCr — 2— 


—AVCVVIIITAIAIIIITI 
a TON D N DG OE DN O D R O O OOR DN MA M TR 


EAIIIIIAIIIIIICGCIICACLI 
6 












So 


one 
“ aa 


i — * —* 
oy eer en” 
A 























* 
— 6 ; rd 







Perr yy 


seeeeeune 
FREER 


ERRES E 
—— — 


Sees 
a, 






genes 
mete tH 
PEEN ; 











— — 


FARENE SA, i 


Z — — ECA 
| 5 Queen Victoria Street, È, 
co. Telephone: Central 2288/9 
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on} { 

E ‘farthings, as required. 
re t, with the Shannon System of Standard- 
ization of Office “Equipment. Planned effort—greater 


| have figuring, tetalling and proving all 


Lis great scope-—figuring piece rates, job 


| costs, by piece, job or departme: 


jing costs and percentage increase 0 
| decrease in sales upon similar bases. ` 













0 





pence and 
, When itis- o 
appreciated that many calculations on 


machines working only in decimals. 


involve the use of tables to “translate” . 
the results, the enhanced degree of  — 
speed and accuracy is evident. — 


A Calculating Machine For 
Every Department 


Consider a few of the general routine 
tasks in which the calculating machine 
proves an invaluable aid to time-saving 
and accuracy. | 

In the accounts department we have o 
figuring and proving freight bills, the =< 
extension of items and calculation of 
discounts on purchase invoices, extend- _ 
ing and adding stock inventories, caleu- 


lation of interest, commissions and 


foreign exchange. _ — 
In the estimating department we 




















extensions of quantity and price. In 
costing and statistical work, too, there 


costs; figuring pro rata or percentag 





figuring profits by travellers, territories 
commodities and departments; and sel 


In the billing department we have 
extension of invoice items, calculating 
single and chain discounts, tetall — 
weights or quantities on bills, figuring 
freight charges and faxes. ee ee 

These are typical uses applicable to. 
a great number of bysinesses. Many 
calculations peculiar to particular in. 
dustries also arise. i 

Railway companies have perhaps the 


greatest variety, Freight bills, ticket 
reports, freight claims, performa 
reports on rolling stock and le 
motives, statistics gf fuel consumptio: 
running into huge figures, interline 
adjustments, costs by the ton, mile and 
unit, and engineering estimates all ees 
require much intricate calculation, € 
Retail stores have a wide range of à 
price “‘mark-ups’’, sales percentages, = 
stock control figures and so on. —— 
Insurance companies have special < 
quotations, premium rates, surrender 
values, annual valuations, investment 
calculations and a wide range of — 
statistical returns to deal with. E 
One could cite countless instances, 
and daily new machines are proving 
their value in new fields. The need for Ae 
the calculating machine is as basic as 
business itself. S o o 
The reader is invited to consider deak- 
ing with present-day correspondence 
without the use of the writer. © 



















thing of the past 


Competition is going to be keener in the future than it has eve 
been—but it will not be a competition based on price. It will be 
a competition of planning, of merchandising ideas and abilities — 
with other merchandising ideas and capacities. | es 
This new era demands new methods. Merghandising ideas will boo. 
not end with a good slogan or a compelling pack. More asd | __ 
more merchandising ideas will spring from facts—the facts of f 
consumer demand—the facts of distribution outlets, and the facts | 

of past and current performance with those outlets. — | 


There are but THREE WAYS TO INCREASE SALES and 







* 


_ Each department has its own cloak- 
Tooms, one for men and one for women. 
_ Half an hour after the opening of the 
_ factory. in the morning these are locked 
until a short time before the buzzer 
_ sounds at 5.30 p.m. This prevents pil- 
_ fering, interdepartmental jealousies, and 
— the waste of time in bringing pockets. 
_.. Instead of having one large canteen 
-~ for all the employees, we have four 
Separate ones. One is for the men, an- 
other for the women, a third for the 
_. foremen, and a fourth for the staff. 
_ Whilst we. would like it to be otherwise, 
 — we have adopted this arrangement be- 
_ Cause the relations of the various grades 

of employees.in such a large factory are 
extremely delicate, and there is a defi- |f 
nite feeling that excessive familiarity | f 
ween foremen and workers is not tolf 
be. encouraged. Further, the workers 






















these three ways are explained in a folder we have prepar 
collaboration with many of the keenest men on the mar 
side of industry. Hundreds of well-known firms in this « 
are prosecuting a more inspired, more vigorous and more profitable 


sales policy after adopting this new basis. 


Write to-day for your copy of this folder—the coupon bel 
for your convenience. | — ge 















































stter in the lunch hour | 


mot under the eyes of , | 










MADE IN ENGLAND 


To Kardex Business “Development Bureau, 1 Leadenhall 
London, E.C.a. Tel. Monument 


Please send without obli 





oning plant. i 

- Every ,departmerft has its drinking | | 
fountain, The use of dirty drinking | 
vessels is thereby obviated, and risk of | 
infection is minimized. i 


+ 


Pressing is hot work, and in summer | 
iced water is served at regular intervals | 
to the pressers. This does not cost us} 
much, and if enable§ the workers to re- 
_ tain their vitality, and to get through | 
a larger amount of work than would 
__ otherwise be possible. Further, it gains 
— their „goodwill. 
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_ YOU DON'T BUY WHEELS 
- EACH TIME YOU FIT NEW | 
\ TYRES — WHY THROW | 
\ AWAY TYPEWRITER: 
~ SPOOLS EACH TIME YOU 
\ FIT A NEW RIBBON? 


ribbon Spools re] resent 
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A STREET, LONDO 














































from the Catalogue | 
(Continued from pag: 24) 





Take just one more example, the 
description of a page of scarves: ““These 
scarves are of pure silk and Shetland 
wool. Light, comfy and beautifully” 
warm. They wear well and wash. 
well. The colours are fast and carry 
the manufacturer's guarantee of free 
replacement if they fade under ordinary 
conditions of use.” 

What could be more common-sense 
and straightforward than that? No 
indiscriminate blaring abowt “‘astound- 
ing bargain,” “superior quality,” 
“smart? and such emptiness; just. * 
straight sales information which the 
prospective buyer of ordinary intelli- 
gence wants to know. | 

Since turning their catalogue into 
something which gives definite and use- 
ful information in a quiet, unassuming 
way the postal business of this house 
has considerably increased. And it is 
only logical that it should. People, and 
especially discriminating women buying 
wearing apparel, are much more inclined 
to purchase goods which are adequately 
and accurately described than those o 
which are surrounded with meaningless 
jargon which was already worn out in = _ 
the days of their grandmothers. 























. ad Service Tipos sioe 
PERN BELFAST, BIRMINGHAM, BRISTOL, 
gorr CORK, DUBLIN, GLASGOW, LEEDS, 
VERPOOL. MWAMCHESTER, MNEWCASTLE-ON-TYNE, + 

TRORAM PLYMOUTH, PORTSMOUTH. 


KEL AUTO SCALE Co., Ltd. 


VA ROAD, PARK ROYAL, LONDON 
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the flower ol English manhoo? was dying in Flanders fields. More than a 
— "milion were to die before Peace came in 1978. 


The British Legion exists to-day to honour their memory by helping 

-Choe of thelr comrades who survived only to suffer totally undeserved 
hardships and privations. 

The Legion's work for ex-service men includes-—relleving distress— 

werkghogs and homes for disabied—-finding amployment—sanatarium for 

subarcuious~—care of war orphans-—pensions for prematurely aged— 

. assistance for Blind, etc. 


PLEASE HELP THE LEGION TO HELP 
by paying generously for your Poppy on 








end, Hf you ace able, by sending 4 donation to Captain W. G. Willcox, 
MEE, BACS FUND, 23, Grosvenor Place, Leadon, AUMAR 
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AUTOMATIC ; ALSO FOR MULTKCOLOUR WORK” ¢ — | T 
rom (Oto Ogre, © RETAIL PRICE £15 15 a, essa 
— FORE, Ribbons and Carbons me es eS q 









PLICATOR Co. Lro. 











By H. CECIL TAYLOR 


| Aévertising. Manager: Vauxhall Meters Led. e 


ne of the greatest problems for the 
a business man who cannot employ 
E highly skilled publicity man or staff 
=o is: to know “how big’ to go in his 
— advertising spaces, On the one hand 
<< heis-told that nothing but big spaces 
= will be noticed by readers of the media 
-. employed, and on the other he is 
assured with equal vehemence that a 
. well planned campaign of much smaller 
aces will pull equal, if not greater, 





























he. following first hand experience 
Mr. Taylor should therefore be very 
helpful to many small and medium size 
businesses | — 

To-day advertisers struggle for atten- 
on; they strive to demand it instead of 
riving to induce it. 

When quarter pages were the com- 
on units in magazines an advertiser, 
ed to. dominate with his 
used a half-page. Others 
When. half-pages became 
J he would go to a full page, 
en full pages became common, 
1 began. to use double spreads. 
is seems very? nice from the 
iblisher’s point of view, but 
oubtedly it “frightened a lot of 
ople away from advertising. They 
lt that they could not hope to com- 
ete and as a result never became 
vertisers. 

The full page may produce more 
quiries than the half-page, but prob- 
ably not eflough & make the larger 
— profitable. 








. Here is The Result of 
a Test 


<.. The result of one definite test showed 
that: a  quarter-page advertisement 
repeated four times has one and a half 
times stronger memory value than one 
full page or two half-pages. 
>There are many reasons given by the 
advocates of large space :— 
`I. Large space makes a more intense 
soe impression by sheer magnitude. So 
_. does a. “‘close-up’’ on the screen but it 
--. doesn’t make the story any clearer. 
2. It has less competition with other 
advertising for the readers attention. 
That is trne, but advertisements should 
re de signed to deal with competitive 









features on the : same ‘page and : so 
— exclusive | reader's s Attention. 





Cuts ee 
Ovefprinting 
Costs Down ~ 
By Mor — 
“Than gu, TE 


BY AN INITIAL. — — 
OF ABOUT £4 


Overheads and transport costs constitute te ate 
50° of the charge for the average Over o o o Oo. 
printing job. A small overprinted o = 
address is almost as costly as a whole 

leaflet, The LANGAPRES — installed- 
in your office or factory —~ will save- 
large bills for pyerprinting arid mer | 


adequate. presentation of a sales mes- 
sage. Yet many treble-column adver- | 
tisements. contain less matter than a 
six-inch single. , 
5. Large space creates prestige for the 
firm advertising. 
Bunk!) Only goods that satisfy | 
create lasting prestige. | 
Let us stop striving for bigness; | 
many an advertisement occupying. a 
half-page in a newspaper could have | 
been made equally effective in some]. 
smaller size and different shape. 7 
‘Let us forget these half-trebles and | 

















half-doubles that we like to fill, and. C A N BE = 
build our advertisements to fit our] OPERAT E Do 
message. s WITHOUT - 

Sandeman’s port was advertised — : TECHNICA — 
a lengthy period with fair-sized special- | KNOWLED D pene 


position advertisements. After a time |. 
the decision was made to take bold |) 
little advertisements, measuring, Ef 
believe, 2 in. deep across one column, | for general infilling work and r 
in a much wider range of papers, | the doubtful results of rubber. 
Increased business was immediate trace- |- Your own blocks can be used, 
able as a result of this diffusion. i 
There are two products advertised at |. 
the present moment which are quite. 
expensive to buy, very similar in 
specification and practically identical in | 
price. Distribution arrangements and | 
efficiency are just about equal. One| 
product is advertised sporadically with | 
very large spaces; the other is adver- | ay 
tised more consistently with spaces less |p x = © | 
than. half-size. d a “scheme — — — machine to. 
Tam in possession of the sales figures | pay for itself. ee 
of both these products, and the one for | full specification of any model : can 
which smaller spaces are used started | be had on application. — 
out well behind the other one and is} ṣsOLE MANUFACTURERS & PATENTEES ee oo oo oo 
now well in front. Th o 
One advertiser, with a product LANG, CLAYDEN. L 0, ee 
appealing to women, previously used | BUSH HOUSE, ALDWYCH, WC. 2 
whole-page displays in weekly maga- 
zines and his advertisements appeared j] 
ofice a month. He now uses a quarter- 
page every week and tells me that hus 
results are better. 
An advertiser of an industrial prof- 
duct, sold direct from him to the user, 
had been using eighth-page advertise- 
ments for quite a while, until he 
became Bitten with the prestige bug, ig 
ànd felt that having attained a certam 
position in his particular trade, he 


The LANGAPRES | ‘overprints book 
leaflets, labels, cartons, etc., 161 
























FACTS AND FIGURES $ 

` for Direct Mail Advertisers : 
This invaluable reference is now — 
in new format, sectionaliazed as follows: 


+. Manufacturers and Producers. 2. W hes 
salers, Retailers, Traders and Tistribwiors... 















i i i SEN Private Residents. 4. Professional, P 

should increase his advertisements. death Nc. yvate Telephone Sub- 4 
‘The eighth-page advertisements į scribers. 6. Medical, A copy in stout” 

usually produced 30 to 34 replies. *1@ binder is yours for the asking. i 
He increased his advertisements & g AMALGAMATED MOL ICITY SE 


a —— for a short period, 
















se A (Continued from page 24) 





Use, is a useful instrument for indicat- 
ing the degree of humidity in the atmo- 
sphere. ee 

Another useful gift which I do not 
remember seeing before was an electric i. 
desk lamp. This was a handsome thing. 
of imitation old oak with a vellum 
adjustable shade. The point of this. 
lamp was that the switch was located- 
on the base of the lamp, and near to 
it was a small plate on which the mes- 
sage of the sender, or the name of his | 
firm, could be engraved. 


The idea was that every time the user 
put his hand forth to switch the light 
on or off he would see the name on- the 
plate. l 

Another useful novelty is an “ap: 
pointments watch”. This is an ordin- 
ary watch with a supplementary mech- 
anism which can be set to sound a re- 
minder alarm at any determined time. 
Placed on a desk stand, suitably en- 
graved, this makes an admirable gift. 

One idea which struck me by its.. 
newness and novelty was a complete . 





The “Calendox” perpetual date- 
cancelling calendar REQUIRES 
NO REFILLS. 
The “Calendox” Nen-Skid Desk 
Pad does not slip on a smooth 
| met surface. 
X : — | Either article can be Gold Blocked with your 
— — ASFEU HE | same which makes a telling advertisement. 


CALENDOX LTD. 
91, PETTY FRANCE, LONDON, S.W.1 




















tht complete smoker’s cabinet which 
AUTOMATICALLY delivers A 
CIGARETTE ....A MATCH.... 
and embodies a STRIKER and 
ASHTRAY 


The ideal goodwill gift for the smoker! An 
ingenious and useful novelty which automat- 
ically delivers a cigarette and match—see 
illustration—whenever the box is lifted. The 
CIGMATIC keeps cigarettes in perfect con- 
dition, and is supplied in six attractive shades 
of Bakelite. Write for prices and details. 


AG. ADVERTISING NOVELTIES CO. 
| STANDARD WORKS, SPENCER STREET, 6.1] 













ette and a match are automatically des 
livered. This cabinet also provides a 
striker for the match, and an ash-tray 

A very neat and useful gift which 
saw in America earlier this year, but. 
which I have not yet seen over 
was a plate glass blotting-pad tòp. > 

This consisted gf a leather base, — 
about 18 by 14 inches, to which was. 
hinged at the two tog corners a plate 























“How to 
Finance a Business” 


@2 sound financiel policies that you can 
2 adapt to your own business are outlined 
in this book of tag fact-foll pages, They 
are the actual working schemes in use every 
day by shrewd men in all phases of business. 
They cover carefully explained methods of 
raising capital and using credit to the best 
advantage; where and how to get funds: how 
to use the bank and make investments: how 
io finance during a crisis: how fo collect 
debts; and how to establish your business on 
a firm financial foundation. You ought to 
have this book in use. 


Post this Coupon NOW I 
SHAW PUBLISHING CO., LTD., 
6 Carmelite Street, London, E.C.A. 


Please send me, by return, a copy of “How 
to Finance a Business", for which I enclose 
the post free price of aa. od 





made a particularly neat and useful 
{desk article. On the lower left-hand 
corner of glass (on the underside) was 
an artistic transfer of the sender's firm’s 
name. 


Any advertiser who has not already 
made fixed plans in regard to his Christ- 
mas novelties for the coming season 
would be well advised to go along and 
make his choice now with the firms 
which specialize in these goods. The 
ranges of designs and of prices are so: 
wide that some assistance of this kind 
would save many hours of laborious 
thought. | 

To leave the choice later than early 
November, however, would be unwise, 
as this is a seasonal trade and subject 
to heavy end-of-season pressure, — 
























HARPERS’ BLOTTER-DIARIES 
aaa ang ene chore cane be 




















| | We make all styles with 
Po... Diary at top from 2/~ each, 














a — * —— ——— calendara, phone 
| trays nad wiggly ihr autactiee adveriining ‘gitie 


NASR NAS PATENT RDA SUTRA ED HOR DOR YD ERE REUHA 
ROAD, DOMDOW, M7 . 


ll Se Fe a Se oe eae a a 








⸗ Regd 


‘T4<t. Gold Nib - Super Hard Iridium Point — Self-filling W CASTET N i 
Rolled Gold Fittings — Black and Colours — ALL BRITISH MADE 2/2, ft. Sutton St, London, £61. 1 


aranteed — 19/G . A PROFITABLE INVESTMENT FOR | | 
ici — À ~ 6 tet andard Staff Equipment and Gifts J f 















smokers cabinet in an extraordinary — . l 
neat desk form. On lifting the covero _ 
of what looks like a small box a cigare = 









glass writing surface. Between: the 
i glass and the leather base blotting 
paper could be kept, the whole being | 


, [j 
WHEN SMALL SPACES 
SELL MORE GOODS 


(Continued from page 43) 


He then tried a full-page announce- 
ment and this brought in 70 replies. 


For the advertising of Bedford 
trucks we have used a great variety of 
spaces. When occasion demanded we 
have gone to full pages, at other times 
we have gone to whole treble-column 
advertisements. We have even used 


—— — 


ie £6 a & 
Normally £11.18.6 each È i SS a 


claim that far overshadow any value in the country to-day. d hi — oot 
The a p Pih — 



























whole single displays and have gone beautifully made and have that altra-clean finish that distinguishes 
ig ize this chance— —you risk no 
down as low as 3 in. d.c. for as an asset these fine desks are unbeatable. Tf sceptical we 


Many people have stated that it is 





S : 4 
impossible to get a message to users] SEVEN DAYS’ FREE TRIAL! sogis sizes: s, 
of transport through the columns of the 54 x 3i 
national press unless really outstanding only £6 s 6 m O 
and dominating spaces could be used. | ,000 5 eats per 


But in a recent test campaign, when 
6 in. single column advertisements were 
employed, the response amounted to 
over 22,000. 


Incidentally the cost per reply 
between various newspapers varied 
between the highest and the lowest to 
the extent of 1,244.44 per cent, which 
proves without a doubt my suggestion 


SOTE TN. P 
Oak Chairs Y2 P71 turas eni facking ouis 


and Ireland 7/6 part carriage. 








for office or dining room. Seats are DESKS 
of best quality leatherette in Green. 
Order NOW. at 


a è s delivery Londo ri cosi 
that experimentation is very necessary carriage fo % j 3: Scotland Real Oak, Dark or Medium finish (other 
when arranging sizes and selecting aod irslena S/a. Pree delivery © shades 2/6 extra). Surface 46 ip x 20 in. 
m li - ° iinciuding hinged extension), 





These Factors Must be Considered 


There is a number of important 
factors that must be considered in 
deciding what may be the best distri- 
bution of the space to be used in adver- 
tising? For instance: 

I. The extent of the possible 

market. x 


2. The newness of the commodity. 
3. The seasons of the year. 


4. The number of suitable publica- 
tions. 


5. The nature of the article, and 
the need for illustration. 
6. How much it io necessary to say. 
It is certain that the size space that 
should be used is a space that is ade- 
quate to contain the agreed sales 
message and call attention to that 
message. If advertisers would work 
that way instead of thinking of how 
much they can get into a given space,” 
they would be planning their advertis- 
ing on a logical basis. 


7: APE AT 


320 only—6- guinea E es 
Oak Filing Cabinets — =] * 


at 

Here is a chance to 
We have t for ans 
stock of REAL OAK Roll 
Curtain Cabinets, each with 

sliding trays, 16x 13x hin. 
i Saet i a 
weed for ale nanita SI Top Desks, Sit Oki Any 
| (Mahogany finish 7/6extra.) Polish, 42x28, £8 19 6; 48x28, £10 2 6. 


Sent on 7 days’ trial to Steel Cabiğsts reduced to 6. 
J — ree i = Sd 


approved customer in U.K. i 6. A 
State Light or Dark Polish. ~°°*im& 17/ = 


OSDA". 53 Old Bailey, London, E.C.4 


RANCH SHOWROOMS: (City 3313 — 4 lines) 
16 St. Mary's Parsonage, MANCHESTER (Blackfriars 6345) 
622 Royal Liver Buildings, LIVERPOOL (Bank 4112) 















We are Specialists 
IN MODERN’ 
FLOORINGS 


The new and easy way with 


* WINDOW BILLS 


Stop soaking and scraping old 

RIPPIT window bille—it n't necomary. 
-. Save those printing costa. Fix 
your bills with G-RIPPIT, the 


hesive 
SAVES TIME Usssusn® Trus and Be 
SAVES MONEY Fina) yot peeincican and intact 
STICKS PAST xibetves for thin parpone. iis 


al long as you monet vd and economical in 














Allows Test 
Befo re Buying 


n order to allow retailers to test radio 
| valves, yet still be able to deliver 
them to customers in sealed cartons, 
two Canadiąn firms have adopted a new 
pack. The carton has a false bottom 
into which project the four prongs. The 
false bottom cap be opened up and the 
valve plugged in for testing purposes 
without interfering with the main body 
of the carton, which remains sealed 
until the customer removes the valve. 
© 





LINOLEUM, RUBBER 
JOINTLESS COMPOSITION 
or CORK PARQUET 













owing to increased production. 
want, fgail. druma, 5/6. L-gall. drome, 
jÔ car. paid. Sos. bottles, 
Then 12/- per doa. Reduction for 


PEELS CLEANLY ‘astties. 


scout G-RIPPIT 


JONKO PRODUCTS Co. 
Robot Buildings, Laisterdyke, BRADFORD 


SHOPS, SHOWROOMS 
OFFICES, FACTORIES 
WAREHOUSES, ETC. 


MODERN FLOORINGS CO. 
306 Brixton Hill, S.W.2. Phone ese 3523 2 
























— or — delivery, 
ks can be relied upon to arrive 
r contents in the same condition 
they were packed, Made from 
mber, The range of 400 sizes and 
wers all normal —— 


$ ERY ROAD. MILLWALL 
» ETH, Phone: EAST 0279 
ae ‘aed Sectstown, Quebec, Canada 


The unigue green blotting with 
a big price saving. 
; 174X224 
! eam "6/6, 4 Ream 12/-, 
| Carriage Paid 


Se d for Samples TO-DAY 
IT WILL PAY YOU 


1 Ream 23/- 





| toilet speciality? 
a |] me to explain the effect. 
n 4 — I actually saw among my — Ke 





By T. C. 
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When a Sales Letter is opened by the recipient the first 
few seconds generally decides its fate. 
appearance will go far to nullify any virtue in the actual 
sales offer and will surely start it on its way to the waste 
paper basket before the essence of the message is delivered, 


A poor, scrappy 


On the other hand, a fine, well-dressed letter will “hold” 
the reader for just that invaluable few seconds which 


° leads him into the further interest of the message itself. 
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hat a tremendous proportion of 
the nation’s business is created 
and conducted solely by means of 


correspondence, Quite apart from ordi- 
nary routine correspondence, millions of 
pounds in orders are annually sought 
by the carefully-prepared sales letter. 

In spite of this great expectation of 
direct return, however, how few are 
the cases in which the sales letter, the 
firm's ambassador, is as carefully 
dressed and sent out on its mission 
as is the average human salesman. 

In four weeks I have collected over 
two hundred sales letters from many 
sources. Letters from the one-office 
concern, letters from the complex 
organization filling six floors of a vast 
modern building, and letters from all 
kinds of firms between these extremes. 
What do they tell me? 


Letters Carry the Personality of 
Your Firm 
They reveal that not ro per cent of 


firms realize the enormous responsibility 
which the sales letter really carries. If 


they did realize it, surely they would ing which is just as appealing in its own 


“way as can the manufacturer of, say, — 


not send out carefully-prepared and 
valuable messages dressed, as it were, 


in rags. 

The amazing thing, to my mind, was 
the fact that, though a big proportion 
of these letters was designed to sell 
high-grade products to women, the 
kind of letter which was sent out was, 
on the average, even more unsuitable 
for this purpose than that, designed to 
sell more staple articles to business 
men, 

What is the effect on a woman of 
taste of a letter on cheap paper, with 


da printed heading like a grocer’s bill 


which tries to sell ber an attractive 


men letters. e 


bats and can. be 


There is no need for - 
Yet that is. pe 


To all who sell goods by letter—in. - 
fact, I should not limit it to that, b=- 
should say to all who conduct any cor- = 
respondence whatsoever in connection _ 
with their business, your letter paper, — 
with its appropriate heading, is all im- _ 
portant from the point of view of— = 

1. Preparing the way for sales. 

2. Actually getting sales. 

3. Increasing prestige and good 

In the case of firms selling 
the letter paper is your recep’ 
show room, personal salesman i e 
tige advertisement all rolled, into one— 
a tremendous responsibility." To others 
the letter paper is the medium wh 
perpetuates the prestige already built 
up by sumptuous show rooms, we 
trained sales staff, and proper advert- 
isements. z 

One of the fundamental things. to be 
tackled in any business should. be that 
of designing a smitable detter heading 
and of having it displayed on a care i 
fully-chosen paper. — 

The letter heading should, if possible; a 
convey some idea of the nature of the — 
firm or of its products. The construc- > 
tional engineer can have a letter head- 



















Iwill, 





perfumes. The one can, by means of- 
his business stationery, convey Just as - 
much prestige as the other. It only 
means that care and thought must be 
spent to produce the proper ideas and 
put them on the right kind of materials. 
I have collected a number of speci- 
men letter heads from a wide variety 
of commercial firms, from the heavy 
engineering concern down to the retail. 
beauty shop. I wanted to reproduce 
them because they are, I consider, ideal. 
examples of what. letter heads: should 






















the matte old me that ent 


_ that more than justified his outlay. 
ooo The responsibility which a business 
letter has to carry is enormous. No 
matter if it is a selling letter pure and 
simple or merely a routine letter. That 
<o letter is the firm's ambassador, anyway. 
Ut carries. the firm’s “atmosphere” and 
< goodwill. Itis therefore well worth the 
- gare of a specialist. 
Most “really first-class printers are 
« = experts at designing appropriate letter 
_ heads and envelopes, or at least they 
are in direct touch with special artists 
«who are skilled in this craft—for it is a 
o Craft, f s 
Look upon the question of your letter 
heads as the important factor which it 
is. Call in a consultant. Discuss the 
Matter from all angles; you will be 
- amazed at the depth of the subject and 
the possibilities of vast improvement 
“which are open to you. 















ead never let it go out marred by the 
ad-or clogged type of old typewriters 
or by dirty, worn-out ribbons. If you 
have mass-produced letters for a heavy 
ailing, see that the work is done on 
cient ‘“‘duplicating’’ machines, of 





ent types. | 
If you have names and addresses 
ed in, see that they are matched 
. In other words, see that your letter, 
or whatever purpoge intended, is a first- 
ass, fifished job. Never forget that 
our letter represents your firm and 
OM 





FACTS 


{a recent report of the Chief Inspector 
ae [ce Factories, it was found that out of 
: 475 factories only 27 possessed really 

efficient lighting systems. 


| * 
.. Foot-candles is the measure of intën- 
<< Sity of light falling on the surface being 
worked upon. It is this factor which 
the management must study. 
x 


| Candle-power is the measure of inten- 
~ sity of the light source. 


* 


-Dirty electric bulbs and reflectors |, 


reduce effective light by 25 per cent. 

hi ie : * A 
Clean white walls and ceilings reflect 
75-80 per cent. of light. If white walls 
- objected to, have pale green or yellow, 
not blue, as*blue falls to 35 per cent. 








In floodlighting, about 780 sq. ft. of 
buildi sa can be illuminated per 


unit of current per hour. 





dis- 


And when you have a good letter, 


which, of course, there are many excel- 












 |Loose-Leaf LEDGER 
ON PAY DAY 


USINESS houses are eliminating un- | 
pleasant wage disputes by employing | 
LANCASTER'S NEW PAY} 

WALLETS—the really efficient pay 
envelope. Employees can check their | 
money—even handie their notes, without | 
extraction and without tearing the wallet. | 
In case of a mis-count, wages can be easily | 
checked without opening, the sealing being | 
absolutely secure and permitting of wages 
being made up and sent any distance with. | 
out risk. * | 
Yet LANCASTER pay wallets are with | — — eS 
practice speedier than the ordinary trans Another fine ledger from that “Factory: 
parent envelope because notes need not |the-Fields”--Strong and lasting and at 
be folded. jcompetitive price--but the “Bravon” 
7 Free sample Wallets jis there—-Bound full crocodile-gra 
7 and Prices on request. Zz | leather cloth. o 
LANCASTER BROS. & CO.|THE BRAVON LED 
Cash Bag and Envelope Specialists 
Shadwell Street 
Birmingham 4 



















WITH INDEX 
& 100 SHEETS 
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ONAL S; 
Your safe cannot hold 
every important paper. 
There are a thousand and 
one things that need a 
little extra protection-- 
Utility Steel Cabjnets give 
that little extra at a negli- 
gible cost. They are fire- 
resisting and pilfer-proof, 
no two locks are alike. 


AN ADDITI 


Carriage, ete., free. — 
CASH WITH ORDER, 
or COD, pfecextra,. 





Enamelled in olive green, oak, mahogany or white. Bixo 
lever Chubb lock and two keys. Chromium knot, 


THE UTILITY STEEL. CABINET CO. 
(Dept. Y), Yarborough Road, Lincoln 





Send for free 
Illustrated 
Brochure 


Phone 477 
Ad 


# 





-all You want to know about cash transactions. It 
gives you a detailed account of your takings, 
* checks every penny received and makes cashing 
up a pleasure. Safeguard yourself against leakage , 
with a genuine British-gade Till. 


SEND for CATALOGUE of OVER THIRTY MODELS | 
















ae make i instant reference to the 
al able: facts and figures your records 


“ ROBIN ” Looseleaf Book system 
keeping records is both simple and 
sedy. One glange at the index and you 
2 opea the book at the entry required. 
OBIN s Books are made in ane 


| ona help j — to save time and 
n Sooni keeping: Take advantage 





i on “tome. ledger, sent on 
a’ approval for 9/6 post free. 
of La —* Books and Office 
Dane 4 post free on request. 


Ruddock & Sons 
_ LINCOLN 
— wr Y London, E.C.2 














JMATAGRAPH 
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wates the humidity ol 
ir with scientific ac 
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i re in 
— at “a. per i a p agua Posters, 
: pik, © — 
“ty, wey ee docks, ot 
Why pay for Litho. — 
parsionlars fram 
Canterbury 


P. Sa 2 Bast Lane, 





* SERVICES ARE FREE 


Subscribers to BUSINESS are entitled to 
free informaflion . concerning Machines, 
pliances or Services. ‘ 
Bs verise who de not enploy an agent 
dwhich gecammeml them to do) are 
meg te tree Copy Service. Particulars : 


Service Depta Business, & Carmelite St., E.C.4 

























Unless your advertising is 
already ee well 


Geoffrey Holme 
138.). 













“Industrial pfsign ‘and the Future, by 
(Studio Publications, 


The appearance of things of commerce 
becomes increasingly important. Condi- 
tions of production tend to become more 
standardized, forcing the producer to give 
added consideration to attractiveness if he 
would survive the fierce competition of to- 
day. 

What is needed? How is it to be 
brought about How should we train the 
men and what positions should they 
occupy ? 

Mr. Holme has conducted a world-wide 
inquiry amongst leading producers, distri- 
butors, advertising agencies and designers 
as to the problems they have encountered, 
and their suggestions for improvement. 

In this volume he analyses the essentials, 
considers the needs of industry, the means 
of Supplying them and how these means 
could be improved. 

His views, which are based on personal 
experience, are essentially practical. The 
book is packed with high-quality iHustra- 
tions and is indeed a fine exhibition of 
the art of design in modern thdustry. 


The Depreciation of Capital, by R. F. 
Fowler (P. 5. King & Son, 6s.). 

The technique of economic analyses is 
here applied to the solution of important 
business problems arising out of the fact 
that capital funds depreciate, 


On the theoretical side, the relation be- = 


tween the durability of capital equipment 
and the rate of capital investment is 
analysed. 

Of practical significance is the demon- 
stration of the special depreciation prob- 
lems in large firms, leading to a discussion 
which enables the differences existing be- 
tween the advocates of the straight Line 
and the Annuity Methods to be resolved. 

Special attention is paid to the treat- 
ment of depreciation in Public Utility and 
similar undertakings which have to face 
the problem of determining the amount 
of investment’ 

The book is written for the business man 
who must control the accounts of large 
firms and for those concerned with the 
subject of Public Utility charges. 


The Conduct of and Procedure at Public, 
Company and Local Government Meetings, 
by Albert Crew (Jordan & Sons, Ltd, 
78. Od.). 

The proper conduct of meetings both 
in the company world and in the political 
sphere is becoming increasingly important. 


— — nt AAE E E str eM ae 


(USE THIS | 
COUPON ` 









The recent disturbances at political meet- 
ings have focused attention on this sub- 
ject, and speculation as to changes in the 
law has aroused interest. 3 
In this fourteenth (enlarged) edition. the 
author deals at length with the preserva- 
tion and enforcement of order at public. 
meetings and with expulsion from meet- 
ings. l 
The rights and duties of the police are 
explained and examples given. of pro- 
cedure in various cities. In addition to 
dealing with public’ meetings, this book 
covers the conduct and procedure at com- 
pany and local government meetings. . 
Among the special features of the book 
are included : | 
Full explanation of all technical terms. 
relating to meetings. 7 
A large number of leading cases and > 


statutes relating to meetings quoted and ~ 


explained. i 
Model forms of notices of REP 

agenda papers, resolutions and minutes. 
An informative index. 





Every difficulty that is likely to — ae 


at a meeting is considered, explained, and 


` dealt with. 


As a tule, every statement as to the law 
and practice of meetings is supported by 
authority (statute or leading case), and 
such authority is only quoted after careful 


verification with the original statute er. 
report. vie 
coo This is an invaluable book for the come 
managing director and >- 
airman, as well as for the business man 


ney secretary, 
Ci 
interested in the conduct of morg Poe. 
meetings. i 


Logarithms, Numerical and Graphical, by 
r = AML.E.E. (Gee & Co., 
B. 


Testing Advertisements, by L. E. Firth. 
(McGraw-Hill, 158.). 

The marketing man who has to do with 7 
advertising will read this book with. 
pleasure as well as interest. Its dialogue 
form of question and answer makes for. 
brevity and ee The book deals with. 
testing “copy”, mmend it to every 
copywriter and publitity ex itive. pe 

Amaigamations, Reconstructions, Holding 
Companies (Taxation Library Series — 
No. 1. Gee & Co., 38. 6d.). 

The Employment Exchange Service of 
Great Britain, by 
G. Myrddin-Evans (Macmillan, 148.). 00000 es 
National Pianning, by 


Codes, Cartels, 
Bruno Burn, J.D., Pol. Sc.D. (McGraw- 
Hill, 24s.}. 


If you desire information from J 


—————————— 


„the Editor or from Advertisers | 


To BUSINESS Service Depattment, 6 Carmelite Street, E.C.4 iz 
i Please send, without obligation, more iaformation in connection with advertisement |f 


(or advertisements) i in the NOV., 


1934, issue of BUSINESS numbered below. 


——— 


l Numbers (see Index page 3).. 
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T. S. Chegwidden and 












very teal business leader 
ppreciates the -value 
of constructive think- 
He knows that the 
$ business revolve 





ie: biggest problem of 
wei business man is to find 
subordinates who can origi- 
“nate new ideas, new 
“methods, new plans. To 
find men capable of carry- 
@  idgas. effectively into 
asy: it is not 
-easy to find the 
vith the orinating brain that 
ong new lines. 
at is the @xplanation of the fact, 
ommented upon, that men in very 
nt executive positions seem fre- 
tly to have little or nothing to do. 
When you call to see them, probably 
expecting to find them half-buried under 
a mass of papers and with barely a 
moment to spare, yqu find them seated at 
clear. desks, with apparently all the time 
to give you that your proposition can 
legitimately demand. 


“What is the secret?. How is it that a 
man of unquestioned. capacity, respon- 
sible, perhaps, for the conduct of a vast 

organization, can be apparently so unac- 
cupied? 

-The real fact is that their work is done 
“inside their heads’’. Behind the mask of 
seeming idleness, a keen brain is ocon- 
stantly busy, thinking ahead, planning 
new moves, generating the steam that will 
drive the whole colossal machine. The 
result of that- “idleness” may be an 
entirely revolutionary idea that will 
startle the whole business world. 


‘Naturally, men of this calibre must have 
capable assistants. If they are compelled 
to attend to routine and detail work 
themselves, it means so much deduction 
fromthe eime available for their ‘proper 
work of thinking. ; 
uis is just as true, it should be noted, 
gf the small business as of the large. The 
man who is building up a small business 
needs even more time, were it possible, 
for thinking, since he must himself create 
‘all new business, whereas the big concern 























































“IDLE” MEN WHO SET WHEELS 


OF BUSINESS IN MOTION 


BY THOMAS DIXON 





momentum. : : ) 
‘It is obvious that the ideas of t 
ing executive are very valuable, s 


can run to a greal extent on its own 






must contain the germs of all busit 
development. 


idea is lost money. 


‘The good idea has a habit of arriving 
af the most unexpected moments: often 


it has no relation whatever to the work in 
hand. It must be instantly captured and: 
fixed if it is to be safe against forgetiul- 
ness and. loss. 

How is it to be captured and fixed? 
To make written notes is slow arid labori 
ows and may interrupt for too long the 
work in hand. To dictate to the secretary 
is not always- convenient; she may be out 
of engaged on some urgent work, To 
trust to the memory is to invite forgetiul- 
ness that may be disastrous. 

The obvious and perfect answer-is The 
Dictaphone, and there is no other equally 
satisfactory solution. 

No good idea is ever lost by the man 
who keeps the dictating machine on his 
desk. A few words spoken to The Dicta- 
phone instantly fix the germ of the idea 
wi permanent form. The Dictaphone on 


your desk may at any moment save from 
oblivion an idea worth 
pounds. | 


thousands ol 







None must be lost, if th t A 


: — — Gt machine but as a hel 
loss can by any means be avoided. A lost 


machinery in motion: 
for your subordinat 
that it functions. 4 

That is, in 
daily story ok 





stantly ready, you 
thing you must | 
exact moment HH. 
be done. You clear your desk and- 
it clear. You save at least an how 
your precious time every day; you dot 
your ability to get things done. _ 

Think of The Dictap a. 









business. Then you will hav 


“idea, will reglize The Dictaphone’ s 
velne ayd purpose. | 


Send the coupon to-day for a Tree copy | 
af the ‘‘Progress’’. portfolio of -photogra- > 
phic studies. It will give you a new com | 
ception of the valne and operation of The - 
Mictaphone system. — 


THE DICTAPHONE CO, LTD. 
(Thomas Dixon = Managing Digector) Be ie 
KINGSWAY HOUSE, KINGSWAY, = 
LOND@NW.C.2 ..— 


And at Manchester, Birmingham, Glasgow, Liverpool, 
Bristol, Leeds, Newcustle-on-Tyne and Oublin 


+ 


* 


POST THIS Cour o fh NOW 


THE DICTAPHONE Ca Led. | 
Kingsway Hoult, Kingsway, London, WiC 


Please send new book “Progress y free 
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The sound exploitation of a basic idea is * 
c the secret of successful advertising. è 
| The Crichton group of trained advertising 
_ men not only produce the idea that com- 
pels attention, but also know, from 
experience gained in the promotion of 
sales of a variety of products and services, 


victor ied | patton comme star ides ovr | ne Machine does the work of Two 


a ee = — “v4, E in your bid for sales, let Crichton create, | i 
siege, E oae and carry thecugh the whole Continuous Form Billing in addition to regular typing 


2 m he rough — of your advertising material in a fresh, Your typewriter actually does the work of two machines 















Crichton ls a complete live and virile way. when used with *Fanioid” Continuous Form „Adapter, because 
ing service, E tw many time- and money-saving methods of the Continuous 
pens, E Le Crichton pat LD. C. æ y Form Billing Machine are added to all the advantages of 

into your advertising and “g regular typing. 





“Fanfold” Continuens Forms typed over our Attachment effects 
savings in Billing — ami costs, ranging from 17% to 78% 
without affecting the operation of the typewriter for regular 
correspondence and other purposes, 

“Fanfoid” Adapter places no strain whatever upon the type- 
writer carriage, because of the very simplicity of construction 
aml operation there is nothing to get out of order, 





‘wake E PAY. Wri 
E -day for illustrated Tot 
cE No. 5 describing the course 
E that = advertising-for-sales 
: -should take, 


TONY 


—— 8400 
















TRAE MARM | 


NORTH CIRCULAR ROAD, LONDON, N.W2 
Telephone : GLAdstone 5477 (3 lines) 









desire information from 


if you 
the Editor or from Advertisers 
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To BUSINESS Service Department, 6 @armelite 
Street, H.C.4 














t the syon of the New Year you will undoubtedly be 
aking Stock of your recording methods. Inevitably the 

uestign will arise “Can we use Visible Equipment?" The 

wer is “Yes,”"—Install it in 

‘THE COUNTING HOUSE. In place of out-of-date bound 

and foose f Sales, Bought and H.P. Ledgers. 

THE STORES. For greater speed of posting stock records 

d better control of ordering. 


HE SALES DEPT... Obsoleting your present Vertical Card 
: ‘Index which does not ted you “ata glance” those customers 
; who are not ordering. 

_WORKS OFFICE. To keep “up to the minute” 


in connection with advertisement (or advertise- 
ments) in the DEC., 1934, issue of BUSINESS 


numbered below. 


MOE A A A E iia E. EE ene niet Med Me Mn a. ae. a e ADG: 


Numbers (see Index page 5) .........c.c cc ccee ees cnentce re 


F — particulars « oñ application to the original British 
E por and — 
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Vol. LXIV ; 


INCORPORATING : 


HERE ARE SOME OF THE 
HIGHLIGHTS IN THIS ISSUE 


others from the works and office 

take a hand at management—and 
at the profits—of the firm that employs 
them, there are likely to arise snags which 
must be waéched for, 

Co-partnership isa fine, democratic 
idea; a good business idea in Many ways. 
There are plenty of employers who can 
show increased profits and much improved 
staff conditions and relationships as a 
result of it. 

But if you are using the idea, or are 
thinking about using it, take care that the 


W oi: Tom Brown, Harry Smith, and 





very qualities that have built your busi- 
ness to its present level are not very 
largely upset. 


MR. L. URWICK, who knows what he 
is talking about, charts four, hard, jagged 
adventurer in this difficult sea of business 
management. 

Read about them on Page 7 

gen Scott and Black, and the 

Wi utchmen in their air liner broke 

all records to Australia, the public 

mail services as quick as that?’ The 
public was wakigg up. 

But the other day Sir Kingsley Wood 
were heard of plans were under way for a 
seven-day air-mail service to Australia. 

The P.M.G. is alive, so is his depart- 
business men think. 

For example, do ypu know all the things 
ese can do by telephone to speed up your 


rocks which stick up to catch the unwary 
v 

cry went out: "Why can’t we have air- 

stated that months before Scott and Black 

ment. More alive, perhaps, than many 

usiness ? Could you state, offhand, eleven 


‘USINES® 


THE COMPLETE JOURNAL OF 
MANAGEMENT 


definite and d®iferent services the phone 
will perform for you? 

No, you probably couldn't. But SIR 
STEPHEN TALLENTS (he’s the liaison 
man between the P.O. and ten million of 
us) tells you about them 

on Page 33 
> 

hen somebody talks to you about a 
WV "Planning Department”’, what 
springs to your mind at once? Big 
concerns like Joey Lyons, Johnnie 
Buchanan, I.C.I., Woolworths, and so on: 

isn’t that so? 

Well, that’s a wrong idea. At least it’s 
wrong to think that only big firms can 
have a planning department. Little firms 
can have them, quite easily. 

But why a planning department at all? 

MR. C. W. FRAME tells you how it 
Rescued His Profits. That's one pretty 
good reason anyway. But Mr. Frame is 
——— not the only head of a small 

usiness looking for a life-saver—or at any 
rate a good, common-sense profits-booster. 

For profit-booster, then, see Page 27 


+ 


ales up by thirteen million tons! Would 
your board be satisfied with that as 
an increase over the previous year? 

Maybe you don't even make 13 million 
tons of anything, 
let alone have that 
figure as merely a 
bit of a jump in the 
sales centre. 

But that doesn’t 
matter. The story 
of this little stroke 
of business will in- 
terest you because 
the same fine mer- 
chandising plans and 
ideas which sold 
that much more coal 
would suit any pro- 
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duct, from wire ropeseto skin food, that 
needed intelligent selling. 
MR. W. R. GORDON explains the 
A.B.C. of these successful plans 
on Page 11 
> + 
a 
a! New life inte an old business; 
though old, experienced life into a 
new business wouldn’t be so bad for 
some of us. 
, Still, there are thousands of fine old 
concerns to-day which could be still finer 
(in the matter of fatter profits) if they 





would pull round a bit and face their 
objectives from another direction. 

That's difficult, of course; ypless you 
know just how to do it, then it's like 
everything else when you know how. 

Anyway, 25 Per Cent. More Profit was 
what an old-fashioned confectionery fir® 
won when it reshuffled its age-old selling 
plans to suit to-day’s needs. 

And it cost practically nothing to do 
this. Any firm with similar problems 
could do it. 

The cake-maker’s problems may be your 
problems. 

See how he got over them on Page 18 


+ 


he above are only a few of the usable 
T things in Business this montlè There 
are heaps of others: time-saving, 
money-saving, temper-saving plans, ideas 
ahd shòrt cuts. We haven't counted 
them, but there are well over a hundred, 
and pictures of some very useful stuff, too. 
F. T. Poutton, Editor. 
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Ask for and —* et AN LUVISCA. *' There is nothing ust-as-good. 
None genuine If an — ia obtaining, write to Courtaulds Ltd. (Dept. 166M), 
without 16, St. Martin , E.C.1, who will send you name 
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SOFT COLLARS ¢ PYJAMAS 


Sold by leading wigs a ie OUTFITTERS and STORES Sind all 


REED shops. 


of nearest retailer and descriptive literature. 


99 m 
“LUVISCA’ | “LUVISCA” 
SHIR TS|PYJAMAS 


in stripad design ts striped deve 
10/6 scn] 17/6 sac 


Garments made to measure subject to 
special quotations. 











CARBON COPIES .WITHOUT 
INTERLEAVING CARBON PAPER 


Consider for a moment how much time is lost through 
the apparently trivial operation of handling carbon paper, 
ire manifold books or multiple sets of forms. 

It matters not if your routine forms are : 
EGRY hand or typewritten, for one or other of 
— these inexpensive devices accommodat- 
MANIFOLDING REGISTER ing Continuous Stationery will eliminate 
all unproductive labour and waste operations, thus speeding up the production of such 
forms by the automatic feeding of carbon sheets between the forms to be prepared. 


CONTINUOUS STATIONERY 


* provides the most speedy and convenient method of 
« handling multiple sets of forms requiring carbon copies. 














Whether you are a Manufacturing, Wholesale or Retail House, a Municipal, or 
other Public Authority, we are able to show you a very definite saving in time and 
money, together with the finest known protection of profits, through the control 
= exercised by a copy of each transaction secured under lock and key in the machine. 


‘The Speed-Feed Typewriter Attachment SPEED-FEED TYPEWRITER 
will enable you to convert your existing type- ATTACHMENT 


writer into a Billing machine. 
Egry equipment is adaptable to your needs, there is no necessity to alter your 


existing System. 
EGRY Lr. 


WARPLE WAY, ACTON, LONDON, W.3 
TELEPHONES : SHEPHERDS BUSH 3377 (3 lines). TELEGRAMS: EGRYCOMPAK, EALUX, LONDON 
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No publicity offers a better 
return for your money 


A boldly placed clock which passers-by know to be 
always right is the finest landmark on your premises 
for which you can wish. Choose a Smith’s Synchronous 
Electric Clock and you will never need to worry about 
è winding or regulating it, for it will be kept true to 

° e Greenwich time (for a shilling or so a year) by the 
A.C. mains. There are suitable designs for all buildings, 
and illuminated models ; also for use indoors. Smith’s 
Synchronous Electric Clocks are made in a great range of 
standard and special commercial or advertising patterns. 
May we send you an interesting brochure, free ? 


SMITH’S ENGLISH CLOCKS LTD, Cricklewood Works, LONDON, N.W.2 


PLUG IN TO GREENWICH TIME 


x . s. ? Scientific 
e’ a 
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= Wherever cycles have to be parked, 
whether the number is ten or a 
thousand, a Constructors’ patented 
Steel Cycle Park of suitable design 
will s@lve the parking question— 
For situations 
here space is limited a mode! can 
ae s supplied in which each cycle 
— occupies a space equivalent to the. 
width of the saddle, ie. aboue six 
5. Over. twenty different — 
sc TALO, available, 
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PEOPLE 
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ONE SIR / 





favourite 


machine, 
many thousands of 


t 
YPista have found that they q 
© 


Quicker work 





more work on a Royal 


No margin of error | 4 ee m sac I 





— more 
is possible with the wonderful ERICSSON LOUDSPEAKING Z efficient ana Productiy r 
INTER-COMMUNICATION TELEPHONE SYSTEM 5 e of clean, 
installed. — Well typed letters , 
You speak to your man and he answers—as clear as a bell—as * ees 
though in your presence..... no more misunderstandings, no ypewriter that lasts 


more wrong decisions. 
You need only speak near the handsome master-station micro- 
—“ 


phone, na y, without raising your voice—and speak to one 
executive or fifteen. pe- 
— 
Here are the outstanding agvantages :— — 
1 Get through instantly to any e 2 Hold a conference without a — 
* department without dialling, * single executive out of his 
without calling a switchboard, department. 
egy lr “i * If the Loud Speaker 
a mou > necessa e 
Hear their replies ALOUD— 4. can be switched off »o that 
* keeping your free. only yourself need bear replies. 
Right. of - way over other 
5. men srai Aa j 6. FULL SECRECY. 


Can you afford 
ithout 


these unique 
convenlences 


particulars of 

our moderate 
RENTAL 

MAINTENANCE 


or make an ap- 
intment for a 





demonstra- 
tion AT YOUR 
ADDRESS. 
ERICSSON TELEPHONES LTD. Telephone : 
67-73, KINGSWAY, LONDON, W.C.2 giOLborn 3271-2-3 


TYPEWRITERS 
ROYAL TYPEWRITERS: 75/75a, Queen Victoria 


LOUD SPEAKING INTER-COM- Street, London, E.C.4 Phone: Royal 7600 (10 lines) 
MUNICATION TELEPHONES f 
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MANAGEMENT @ CONTROL © POLICY 





Watch for These Hazards # you use ` 





By 


L. URWICK, O.B.E., M.C., M.A. 
ChairmaneUrwicle, Orr & Partners,Ltd. 


Consulting Industrial Engineers. 


Formerly Director, International 
Management Institute, Geneva. 


mong other considerations, real 

participation in the ownership 

of a business, real partnership, 
implies two things, or rather two 
distinct aspects of one thing :— 


Some power to remove those in 
executive authority if their control 
is ineffective or wasteful. 

Some power to enforce changes 
in policy or methods where it is 
felt that these are not keeping in 
line with changing circumstances. 


Withouf some consciousness of 
power, however indirect, in these 
two matters the individual cannot feel 
an effective identity with, or responsi- 
bility for, an undertaking with which 
he is associated. It is preci8ely such 
a sense of identity and responsibility 
which co-partnership aims at develop- 
ing. e 


Control in business. 


object. 


CO-PARTNERSHIP 
CONTROL 


Here Mr. Urwick takes one — of Co-Partnership 
It deals wit 
representation in control. These are some of his points :— 


the effects of entployee- 


+ Management is essentially a function of experts ; it cannot 
conceivably be performed by inexpert or untrained persons. 


+ Flexibility is one of the most needed features of manage- 
ment. Committees in control tend strongly to defeat this 


+ A solution to this danger might be a second body, behind 
and apart from the active management. Control represen- 
tatives might be elected to this. 


Its function woûld be 


continuous, constructive g¢riticism* and review of the 
management, but without power actively to participate in it. 


One solution which has been tried is 
the appointment of individuals to the 
Board of Directors as representatives of 
the workers. This practice is a great 
step forward beyond a purely automatic 
control. It has many advantages in 
certain situations. But, we must ask 
ourselves, is it sound in principle? 
Also, viewing business administration 
as a science, is it likely to endure? 

Business is increasingly an “expert” 
question. Persons appointed to Boards 
of Directors, and responsible for the 
administration of business, should not, 
theoretically, be appointed because they 
represent anybody, but for one reason 
afid one redson only: because they pos- 
sess knowledge or skill which will be of 
service to the enterprise. * 

If there are workers with such knoy- 
ledge or skill it is arguable that they 
should not have remained workers. 
The system of promotion should have 
given them opportunities to ‘use their 
administrative capacity in the ranks of 
management. 


Experience shows that administration 
is most effective where those discharg- 
ing the actual functions of government 

Administrative “Groups” Grow 

Inflexible—They Ossify 

are as completely and directly resgorts- 
ible and as few m1 mumber as possible. 
But it also shows that administering 
groups of all kinds tend to ossify, to 
become embedded in their own self- 
importance, unless provision is made 
for constant and effective,-«constructive 
criticism. . 

That is to say, behind the actual 
work of administration there should 
always be provision, not necessarily for 
a superior controle but for exercise of 
this function of criticism and review. 
As our system of political government 
has developed, this is, in effect, the task 
of the two Houses of Parliament in 
relation to the Cabinet. 

In our business forms ofegovernment 
it is theoretically the task of the share- 
holders. But, for reasonse@onnected < 



















ah valthy nyem of govern- 


jas to pe likely to 
— — — — to re- 


Se co nd’ Body Would Not 
H am nef antral 


ere was a “second body 
— with wide powers 
a ormation and making 
” but no duties of actual 





4 grades of Vok 
represented on 


dertaking in Which they 
oyed must ie. place,at two 


first-—In all those matters which 


methods of wage payment, etc., 

are growing up well-established 
oe niques for presenting information 
— and securing consultation. There are 
= house organs, works committees, works 
e councilsyg shop-steward organizations, 
_ Suggestion schemes and a score of other 
— devites. 

o Ata second--We encounter the 
— problem of associating the workers 
_® with the higher administration, with 
- _ decisions as to policy and the ultimate 
~ eontrol of the management. And here 
_ fio adequats solution has yet appeared. 
= 1 do no more than indicate the 
ilties encountered by approaching 
ubject from the scientific manage- 
epapeiat 
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id management and so on are obviou 

- But, the things which were formerly 
considered the peculiar province of the 
managing dire€tor are encountering the 





s Necessary to the 


oe for thè administration of business enterprises 
s Too not ne x because — — 


man at the top? 


ieir working lives, shop condi- 


esearch, pee i 


same tendency. 







human structure of an undertaking. 
That is rapidly becoming a highly 
technical question, as specialized as, for 
instance, architecture. It is no longer 
a question of saying “to this man go 
and he goeth, and to that man come 
and he cometh.” It is a question of 
knowing exactly to whom you should 
say go and why, when he should go, 
where he should go, how he should go, 
and how long he should take. 

Take judgment as to future trading 
possibilities, surely the function of the 
Not a bit of it. It is 
a matter of statistical analysis, of busi- 
ness forecasting; in themselves highly 
scientifc and complex procedures. 

The task of administration, of higher 
management, is therefore more and 
more a task of co-ordination, of inte- 
gration. It consists of knowing enough 
about the bearing of each of these 
special techniques to appreciate the 
contribution of each to a common 
problem. 

It is not a matter of compromising 
conflicting interests, as in politics. The 
experts have not different objectives. 
They have, or should have, one objec- 
tive—the success of the enterprise. 

It is essentially a matter of determin- 
ing scientifically the course of action 
which will make the utmost use of the 
various specialist contributions in reach- 
ing the general objective. It is a task 
which cannot conceivably be performed 
by inexpert and untrained persons. 


Flexibility: Without It a Business 
Cannot Live 
In the second place, we’ live in ‘a 


period of violent technological change. 


fhe machines and methods on’ which 
byisiness as we know it are based, are 


themselves the product of sciences. 
which are constantly enlarging. their 
| range of knowledge. 
essential * attributes of any modern 
business is flexgpili ty-——-the power to = 

adapt its organization and methods — 58* 
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We all 
ae changes which we ourselves initiate). 
Take organization, the design of the 


a against the 
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are in. — 
groups they tend to grow 
d, as individuals, habits. . 
like changes (except those 











It is the. combination of these two 


facts which makes determined and 


original leadership so valuable in busi- 
ness. Itis open to question, therefore, 
if we adopt more democratic forms of 
higher control, whether changes will 
be initiated and developed with the 
courage and determination found in the 
best managed busipesses today. 

It is impossible to undertake reorgan- 
ization without, in the course of it, 
encountering an interval of weeks, or 
even of months, when almost all 
concerned are making mistakes, are. 
consequently hot and bothered, and 
are prepared to vote the new arrange- 
ments an unqualified failure. 

At such times as these argument and 
precept are useless. The facts are 
innovator. And, save 
where he is dealing with individuals as. 
well-trained in the methods of scientific 
management as himself, it is almost 
impossible to draw an adequate picture 
of the kind of end result towards which 
he is working. At such moments, 
consultation on the first level of which - 
I have spoken is of great value. There 
should be meetings with all concerned, 
careful explanations as to what is being 
done, and why. And behind that there 
must be an unshakable determination 
to see the job — 





COMMITTEE 
MANAGEMENT FAILS 


“The world’s experience in all 
directions has proved the utter 


impracticability of successfully 
doing executive Work Uhder the 
management of a body of men, 
either large or small. An execu- 
tive committee of one is the best 
committee to have charge of 
executive work. The managing 
director of the company should 
be free to have as many advisers 
around him as he wants, and 
these men can be called executive 
committee as well as by any other 
name; but their duties should 
be those of advisers.’’? 
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Representative Contro§ Will 
Hamper Flexibility 
But I am doubtful if a share in 


J — at the second level will assist 


_ that progess. 
One of the most “instances where there has 


I could quote numerous 
been the 


(Continued on page 41) 
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. A Progressive Retailer 
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-Iama bit worried about my 
s. As you know, we've expanded 
ood deal lately? but things are not 

ing too well. It’s difficult to diagnose 
‘the trouble for*we are up to schedule 
‘on sales, overheads are a bit lower than 


en I go round the shop and the 
crooms I get the impression that 
as keen as it might be and, 
ough our service department is 
well water-tight, customers make 
plenty of complaints. | 
. “P.G.H... Do you think it worth while 
paying too much attention to an 
impression gained from a casual walk 
<= round your premises? 

“Mr, X. Hardly a casual walk; I have 
done it almost every day since 1907, 
and I’m pretty certain in my own mind 
‘that I can ‘‘sense’’ an atmosphere in 

business as well as the next man. 
© e Mrs: R. That is probably the reason 
. for your uneasiness. You have very 
> little direct evidence that things are not 
hat they should be. Perhaps you are 
99 much, and perhaps your 
impressions are quite wrong. * — 
r. X. That's notit. I hearcustomers 

























MRS. RAPHAEL, | 
National Institute | 
of Industrial 
Psychology 


| well, 


* 


but I don’t think I ought to take every 
Tom, Dick and Harry I employ into my 
confidence. | 

Mrs. R. Of course not. How many 
people do you employ now? < 
Mr. X. About a hundred; fifty in the 
store and fifty in the workrooms. ` 
Mrs. R. So you have just about 





doubled your staff by your expansions. — 


You personally engaged all the old staff 
and all the members of the new. You 
are keeping the management entirely in 
your own hands, are you not? | 
Mr. X. Iam, and I don’t apologize for 
it. I have built up the business, and 
now that we are climbing with the 
general prosperity curve I feel I must 
keep my hand on the tiller. E 
P.G.H. Agreed. But if, through keep- 
ing your hand on the tiller, business is 
right, but the staff is wrong, don’t you 
think you ought to deal with the staff 
in some very different way? | 
Mr. X. Perhaps, but how? 





| OUTSIDERS GOT | 
THE GOOD JOBS | 





Mrs. R. This is where I come in. You 
have been a successful retailer for years, 
have you not, Mr. X? You have 
obviously been extremely far-sighted 
in getting together a retail selling staff 
which has supported you up to the 
point where you have been able to 
launch, if a modest way, a production 
department. That staff has always 
been under your eye, and up to date, 
they have been satisfied that you have 
But now that their 





certain 


not exactly $ b i : 
little matters 
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Mr. X. it was hardly a 
being passed over, I \ 
facturing staff, and th 
entirely sales people. > 
Mrs. R. How do you kt 
engaged the best type « 
staff? After all, yor 
primarily a salesman, 
took the engagement of 
ing staff, | 
My. X. 1 admit that, but as te 
manufacturing is concerner 
gressing well. The only 
worries me is the lack of 
on the part of the staff. 
























at. 


point 
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tea 


Mrs. R. What you want isa g 
scheme for the governing of y 
to salaries, promotions, depa 
ization and engagement. Hf. 
such a scheme, and make it public, the 
staff will have confidence in you, and- 
you will get much better woe ont of. 
them, Besides, if you have a Teasoned — 
system on which you work when mpage 
ing staff you Will* have much, less — 
wastage due to misfits and the trouble -= 
they cause. — 
Further, through sucha scheme you 
can keep a degree of personal contact 
with them, and it will take a good deal _ 
of worry off your shoulders, for you will s 
simply have to delegate more admini-~ = 
strative authority than you are doing 
at present. Oo 
Mr. X. Thats alf very well, but how 
am I to run such a scheme? ie 
Mrs. R. Of course, the best thing is f 
call in agi,expert, but there ares 
general principles which you ca 
right now. Your business has 
peculiar problems, you misg bail 
your scheme with tHese in. 
_ For instance, a switching 
































































these reportg should be 
kepti ye and used when fixing salary 
nereases or promotions... Incidentally, 
should always be given in this 
gets like a ae of ordered 


; the Tarata must be made 
ndan cd — There are certain 

— portant in 
cet is he will- 
f bhe accuraté 


p cularly so, 
d, thong 1 hardly first 





box — is a — 


oe — black 
WAL ls would cost 
— or — she — 


bos” are yr dow when the 
e is left to the rank and file. 
, they are confined to small 
— rs which affect the individuals 
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“more | 





customers? “Phe five sub-heads I have 
already mentioned come in here as well. 

When these are filled in, and an 
impartial departmental manager can- 
not but give accurate information if he 
has simply to tick off the qualities in 
an employee, you have a pretty clear 
picture of an employee’s capabilities. 
Have these reports given to you 
monthly for the first six months of 
an employee's engagement, and after 
that only once every six months. Base 
the increases on them, and in every case 
discuss the matter with the employee 
concerned, 


ee ae ees ee a 


! REGAINS MANAGEMENT’ S 


PERSONAL CONTACT 


a 


This may cost you four days a year 
of your time, but it will help you to 


ay personal touch with the members 


of a growing organization, and it will 
give them confidence in an employer 
who is prepared to say, for example: 
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is The Thinkers 


n revement on the Suggestion Box Plan 


In most firms there are plenty of 
problems which the staff in general 
never become aware of but on which, 
nevertheless, the management would 
welcome some bright ideas and sugges- 
tions. 

Realizing this, the secretary of one 
firm now pins up over the suggestion 
box some specific problem on which 
ideas are wanted. 

He does this once or twice a week, 
and then gives it a rest for a month, 

This has preved very popular. Not 
that it produces a never-ending stream 
of world-beating ideas and plans, but it 
does get the staff genuinely keen and 
interested. 

For one thing there are small cash 
prizes (and plenty of prestige!) for those 
whose suggestions are adopted. Also, 


size and price. 






concern, 


eo ugi bedaa ot di aad ‘tel 
intelligence? “What i is his manner with = 
why your rise should not be higte — 





Not much larger than a 50 
built adding machine permits ail t 
has the capacity of many of the eee ade ti 
Not only is th dds 
able for the small business, but 
since, owing 1 
many of them can be inst 
— a —— 


main —* 


y — fault was your Sat 
mper. That's a serious fault, but if 
you” can control it there is no reason. 





next half-year.” — 
Mr, X. You are probably right. rl 
try it. If I can get the good feeling I 
want in the staff I shall be sure of get- 
ting rid of dissatisfaction among my 
customers. 

Mrs. R. Of course there are tests which 
can be applied to applicants for posts, 
but they are really expert matters, and 
I should probably drop a large brick if- 
I tried to tell you ‘about them without 
having a thorough look over your busi- 
ness. None the less, they are very 
useful to prevent wastage and misfits 
from the very beginning. 

P.G.H. Then you think these tests 
are of practical value and not mere 
academics? 

Mrs. R. Yes, I do. Judicious selection l 
and training of staff is one of the most ~ 


important parts of business manage- —__ 
It may sound like a =... 


ment to-day. 
cliche, and many people pay only lip 
service to it. They could save actual 


cash through it if only they would, oe 





many employers are willing to have a | 
shot at an interesting problem pūt 
before them when they could not fnd = 
a problem themselves. e a 

Another thing plan has done—a very 
important thing tooe—it has reyeaied to 
the management one or two thoroughly 
keen and intelligent youngsters who will 
make good executives one day. 

These lads would probably have 
remained unnoticed on their routine 
jobs; they were not of the type to 
thrust themselves forward into any. 
sort of limelight. But the unfailing 
regularity with whieh they answered 
the problems posted on the board, the 
completeness of their dealing with the 
points and the constructive way their 
suggestions were made, singled them 
out. Their names went to the manag- 
ing director. 

You might find the idea worth follow- 
ing for no other reason than to discover 
who in your rank and file can think 
constructively. 
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Sales UP This 


s 


es, quite an increase. Not only 

because coal is now a much more 

varied product than it was a few 
years ago, but because it has been sold, 
in the widtst sense of the word. 

Now there’s nothing about the huge 
bulk sale of coal (output 184,380,000 
tons the first 43 weeks this year) and 
the success of the sale plans behind the 
scheme that does not apply in principle 
to the merchandising of every nation- 
ally-used product. 

Don’t think that because this coal 
marketing plan is being handled on a 
big scale that it is too big for your 
interest, Mr. Manufacturer. 

The Coal Utilization Council has 
been successful because it developed 
a common-sense link-up of all the 
merchandising factors which you can 
use in exactly the same way. 

Forget the term ‘‘Council’’ if it 
sounds too big, and think of it just as 
the “‘sales development department’’, 
of an ordinary concern. 


We Build Up Sales in Two Ways 


Our council, then, works in two 
directions: (a) the technical side to find 
and develop new and wider uses for coal 
and to increase its efficacy; (b) the 
publicity side to broadcast the informa- 
tion so found. 

That’s quite regular business practice, 
differing only in size or extent from 
what the ordinary manufacturer can do. 

Five executives run the technical side 
of this sales-buiļding Council. They 
are combifstion engineers. Each super- 
vises an area; London, Birmingham, 
Cardiff, Leeds and Glasgow. 

Their job is to help the coal trade to 
persuade users of oil power to switch 
over to using coal and its derivatives 
(the use of these derivatives, of course, 
means the sale of coal at some point). 
To prevent users of coal going over to 
oil power; and to assist all coal users to 
get more efficiency out of the coal they 
do use. 

This is done through lectures to 
power users (business users and public 
authorities), to building and housing 
bodies—educating them to the advan- 


tages of installing coal-fired heating, in , 


fact to all big users of power and heat. 


Getting Right at the Big User 


This, of course, is indirect sales 
attack right at the base of the matter. 
It is the eđucation of the big user. A 
factor for every manufactusger to con- 
sider in his own business. There are 
“big users’’ of bricks, timber, silk, 
soap, food and a thousangl things 
besides coal. 


Year 
by 13 Mintion Tons! 


...0f what? Coal, just coal. But it might have 
been eggs or pins. The point is, here’s a fine ` 
piece of straightforward MERCHANDISING, 


usable by any selling concern 


a 

From January to September this year 
these combustion engineers handled 
2,000 cases, where they either con- 
verted a power user from oil to coal 
fuel or helped an existing coal user to 
get more heat for his money out of his 
coal. 

Anyway, this little activity alone 
influenced an output of an extra 
650,000 tons of coal per annum. Any 
sales department ought to be satisfied 
with that. 


W.. R. 
GORDON 


Director of 
The Coal Utilization Council 
explains the A.B.C. of it 


Of course the technical men do mêre 
than just go round persuading user$ to 
turn from the favours of Mr. Codlin to 
embrace the doctrines of Mr. Short. 

They carry out the most.exhaustive 
research to find out the best kind 
of solid fuel for c@ntral heating, for 


bakeries, for the fish-frying business,, 
4 


*trains and so on. 


ghe Coundéil’s work. 





for hop drying, for steamships, fer 

They examine coal 
from every angle of use. They prepare 
technical booklets on the findings and 
standard lectures with lantern-slide 
illustrations. 

The lectures particularly are useful in 
propagating the idea of coal. e They are 
given to schools, to shop assistants who 
handle stoves and grates, to business 
men’s clubs, to municipal council stafis, 
to builders and architects and chambers 
of commerce. 

Thus invaluable technical and semi- 
technical ‘‘news’’ is directed intensively 
at points where it will do most good— 
from the coal seller's point of view. It 
is good, solid, educative ground work 
on which more specific selling can be 
built later on. 


How We Help the Dealer to Sell 


Now we come to the publicify side of 
This is pretty 
wide; “but it is not aimed to do any 
actual selling. The Council doesn't do 
this. What the Council does is to help 
the coal merchant to sell. 

Here again this is just straightfor- 
ward business procedure. There's 
nothing complicated or ‘‘super’’ about 
it, except, of course, the size of the 
operations. But that’s not important, | 
the principle is the same for the 
ordinary firm selling food, clothing, 
toilet cream ĉor® anything ejse of 
universal consumption. 

The Council produces a fine folder, , 
“How to Use Coal Wisely in Your 
Home’’. This is written expressly for 
the housewife, showing her how to get 
the best out of coal in a ‘way that will 
save her money. There is no high-brow 
engineering stuff in this folder, just 
plain everyday sense. 1 

These folders have been supplied to 
the retail coal merchants who, in 
turn, have distributed them to their 
customers. Gétting on for half a 
million of the folders have gone into 
homes so far this year and they're still 
going. * 

The Council spends a great deal of 
thought and energy in dev@ing really» 
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_.. The Council represents the coal trade: 
, it exists to help them: it does not seek 
< to make big profits. No, if is just like 
the a Coton department of any 
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_ Vehicl®s driv coal, coal-gas and 
electricity. The economic advantages 
of these vehicleshave thus been paraded 
before business and private users. 








for coal. | 








were converted to run on 
gas a new market would be 
opened up forganother 500,000 tons of 
British coal per year. 

Doesn't overlook anything, does it, 
this Council? 

Nor are ships forgotten. The Council 


Missed The 
Post ? 


If you have missed the last post 
collection in your area yet want’ 
to have a letter delivered first 
post next morning — send a 
Night Telegraph Letter. 


> 


You can have letters delivered 
on SUNDAYS in the London 
postal area. 

+ 
You can “Reverse” a telephone 
charge; ie., have the call 
which you make charged to 
person or firm whom you call. 


+ 


These and other new business 
facilities offered by the Post 
Office are explained by 
SIR STEPHEN TALLENTS 
K.C.M.G., C.B., C.B.E. 


on page 33 





has a Marine Fuel Committee, It 
makes researches to find better coal for 
bunkers for tramps and fishing fleets. 
Better coal means bigger sales of coal 
to the sailors. 

Railways, too; the coal men are hot 
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dq, Furthermore, if the 10,000 omnibuses 
in Britain: 












ies of the coal men. 
_ To-day, the railways use 12 million 
tons of coal a year. Quite an item... 
The Diesel locos don’t use coal; t | 
use oil—-from abroad at present. 

So the Council’s Land Transport 
Board are doing a little homework to 
find out how the locos can make better 
use of coal. This will give the railway 
chiefs better workings at lower costs 
so they won't be stampeded into 
replacing their ‘‘steamers’’ with 
electric oil engines. 
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Salesmen are TRAINED 


Now a little theorizing on salesman- 
ship, a bit ponderous, but here is the 
idea in a few lines: 

“The Coal Utilization Council is 
aware of the importance of salesman- 
ship to the coal trade. In its ‘Survey 
and Recommendations’, published after 
a very complete survey, stress was laid 
on the fact that the fuel salesman must 
not only keep pace with the demands of 
the customer for information, he must 
keep ahead of his customers’ know- 
ledge of the subject, and endeavour to. 
become more and more an expert, with 
an adequate knowledge of fuel and 
appliances in which to burn it. The 
present day consumer of any com- 
modity--and coal is no exception— . 
demands more service than he has 
ever done before. He is a shrewder. 
buyer than he was 20 years ago. He 
‘wants comparative facts to enabl& him 
to form a judgment. Above all he is 
suspicious of ignorance on the part of 
those who try to sell him goods. In 
the ‘Survey and Recommendations’ 
plans were therefore laid down for 
comprehensive courses of instruction, 
both in Sales Training and Sales 
Management.” | J 

So that’s that. The coal industry. 
does understand selling. The last 
sentence, of cours@ leads off on 
another track. It is a subject for an 
article all to itself. 
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EYES OPEN FOR OPPORTUNITIES 


Recently a muffin-man was prosecuted for ringing his bell in an 


exclusive residential section of London. 


thized with the man and 


advised him to try another district. 


The magistrate sympa- 
The 


man left the court, and the next day went on his normal round, 


but the offending bell was silent—it was on his tray 


with black crêpe. 


The evening newspapers saw the man and 
him a very large amount of publicity; he was 


of muffins, draped 
gave 
photographed, inter- 


viewed, and reported in no fewer than three influential newspapers. 
There is a moral in this story for every business man. The muffin- 


tunities (not connected with police court. 
turned to account by business men, 
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IDEAS ON THIS AND THAT 


Insurance Won't 
Cover It 


9 onesty aud trustworthiness in 
purely financial matters can be 
taken care of by proper insur- 

ance. But trustworthiness in other 
company affairs is wery often much 
more important, and no sort of insur- 
ance can be bought to cover this. It 
must be sought in the intelligent selec- 
tion of employees and the equitable 
handling of them in regard to payment 
for their services, facilities for their 
merited promotion and human considera- 
tion for their personal welfare. 

“That, I think, sums up the most vital 
requirement in the management of a suc- 
cessful business to-day.’’ 

—Chairman of a famous manufacturing concern, 


+ 


What Do Little 
Jobs Cost ? 


F ow many of your more highly-paid 
Hi men have unconsciously got into 
the habit of doing all sorts of small 

jobs which could just as well be done— 
which ought to be done—by clerks and the 
lesser-paid staff? It is a good plan to stroll 
round the organization occasionally just 


to note these things.” 
o —E. R.A. 


+ 


Puts That x 
Light Out 


n a big organization occupying five or 
six floors of a modern building the cost 
of electric light is very considerable. 

And if there is one thing which the aver- 
age employee never dreams of studying it 
is abuse of the firm's electric light. 

One big firm in the West End was tired 
of posting gptices: e ‘Please switch light 
off when not required.’ They had no 
effect. Night after night individual offices 
were left empty with lights burning till the 
caretaker made his rounds later. 

The management therefore had the elec- 
tricians arrange a master switch for each 
floor, to be located in one office on the 
ground floor, A senior employee was made 
definitely responsible for putting off all 
these switches before he left in the even- 
ing. Only a few ‘‘key’’ lights on stairs, 
etc., were not operated by the master 


switches. The plan made a useful 
economy. 
+ 
Idleness to 
Hatch Ideas 


ust, corrosion and taxes will ruin mech- 
anical plant which is allowed to be idle. 
Human machines are differente It is 
difficult for the executive to solve many 
of the proMems of his job if he does not 
have intervals of ‘‘idleness’’. 

I was once with the head of a large 
manufacturing concern when an important 
new product was being finally completed. 
This chief executive ue just — that 
moment arranging to send away to his own 
little retreat on the Devon coast his sales 

a 





manager for a fortnight’s “loaf'', nothing 
e do with the man’s summer holiday at 
all. 

"Oh," said this business chief when I 
exclaimed, “I’m not running a sanatorium, 


far from it. My place down there is an 

‘idea-hatchery’.'* And he was right. The 

late Lord Northcliffe used to do very much 

the same thing—with equally good results. 
—C. W. P. 

> 
Do You 
Use Them ? 


h important job was advertised in the 
A papers recently. At the end it read: 
“Apply only on our printed forms. 
which can be had from Box —."”’ There 
is a lot to be said in favour of standard 
forms for job applications. 


Too Many 
Chief Cooks .:. 


b ne of our tasks is to fight the 
tendency to appoint supervisors 
at every point of manufacture. 

We have as few ‘supervisors’ or ‘in- 

spectors’ @s possible. A work- 

ing under close scrutiny of a superior 
feels relieved of responsibility. His or 
her attention shifts from fhe work 
to merely satisfying the supervisor. 

Industry's loss is two-fold: inferior 

work and heavy costs for supervision,” 

—A Managing Diragtor. 


Calls for 
Keen Discretion 


e need courtesy and consideration 
and attention in business, but we 
can only give that consideration and 
courtesy and attention to jobs that show 
Some return for it. What many people 
have never understood is that if they will 
close some accounts and tell some people 
to take their work elsewhere, they will be 
better off instead of poorer—that if th 
will concentrate on doing the things whi 
are worth doing, they may miss a lot of 
things that are not, but they will be far 
more prosperous at the end of the year, 
—From “The British Jeweller", 





‘TRIPE’ PULLED BEST - 


e have just had an experience 
WV inici proves the vital need for 


proper research in selling. 

We manufacture a range of toilet 
goods of good quality, though not in 
the top line of luxuries. For several 
years we have done quite good business 
by means of advertising with a broad 
good-class appeal. 

As a matter of fact, we had always 
prided ourselves on the attractive 
dignity of all our publicity matter. 

Early this year we changed our adver- 
tising agents, and at once our method 
of appeal was challenged. It was 
criticized as too artistic, too dignified, 
lacking in ‘‘life’’. 

We did not like to hear this because, 
if it is one thing my co-directors and 
I hate, it is apparent ‘‘cheapness’’ in 
advertising appeal. 

Variousealternative schemes were sug- 
gested by, the agents to us, including 
those conversational episodes where the 
laf-out shoWs a lot of silly people with 
“balloons” coming out of their mouths 
carrying the most ridiculous remarks, 
which no sane person would make us¢ 
of in normal conversation. 

Anyway, the agency stuck to their 
point about our appeal being too digni- 
fied except for use in a few®‘‘class’’ 
magazines. They maigtained that for 


papers of national circulation, especially 
in areas outside London, we sshould 
come down a peg or two. 

.To prove*their point, this agency’s 
research’ department experimented in 
three areas (Lancashire, Midlands and 
South-West) with the “conversational’’ 
type of Press advertisement and with 
two other types of comparatively 
“cheap” appeal. 

I do not mind frankly admitting that 
we simply hated the idea, and only 
agreed to the experiment after the most 
careful consideration. We relied çon- 
siderably on the #8eacy’s opinion that 
the cheaper appeal would win. ° 

In short, it did. 

In Lancashire and the*Midlands the 
experimental increase in sales was quite 
sufficient to justify the cheaper appeal 
being developed in these and®other areas 
of a like type. 

In the South-West the increase was 
not so great, but there was an increase. 

It is nine montfs since the experi- 
ments were first made, and the result 
is now that by far the greater part of 
our advettising appeal is along lines 
which we ourselves would never have 
dreamed of putting out—and our net 
all-round sales are up by 17 Per cent. 


—From a Vä Director. —* 





Ki E — are 
our office. Quite unwit- 
y cofne through with some 
y confidential information 
ı you have a deputation from 
ee Friendly com pentor or some 













































you do then? One of three 
t youf hand over the mouth- 
k your audience to retire; 
s65 SO that you — can 





‘dor Plenty o of sation 
| phone to you which 
t to discuss before any- 
a noo redor, 


A very y Dedy. 
n im — Conti- 


+ 


as the man- 
+ aging director of a 
4 firm that sells a 
well-known food- 

: stuff; and from 
lg ated position he called “come 
en tis secretary brought me to 


d heavens,” T said as we shook 
ay ‘with an office staff of 200 


+ 





idea takes | care ef 


A other M emory Aid - 


fet Less Strenuous than the Above’ 











"phone, calls 


irrespective, of course, of who might 
be in the office with the managing 
director at the time. 

In this office, therefore, a sound- 
proof phone cabinet had been built. 
It was about twice the size of those 
little rabbit hutches known as “‘public 
call offices’’, and was furnished with a 
chair, table and scribbling pads. 

In-coming calls from Paris were 
invariably put by the switchboard 
girl straight through to the cabinet 
and a special code ring on the manag- 
ing director’s phone bell advised him 
when he was wanted there. 

No matter who was in the room he 
cduld always retire to the cabinet ‘‘to 
answer the phone”, and the most 
natural thing in the world was for him 
to pull the sound-proof door to after 
him. 

Result: absolute privacy without a 
lot of running about or loss of dignity. 

Of course, whether the in-coming call 
was from Paris or from only a couple 
of doors up the street the managing 
director could always break in and 
ask the switch girl to transfer to the 
cabinet if the nature of the talk war- 
ranted it. 
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x on the Chart Yourself 


do you have to do that for 
self?” 

“No,” he said, “I don’t kave to. 
My secretary used to do it and the 
result was that every time I wanted to 
know that figure I had to get up and 
look at the chart. But when I take 
the figure from this slip of paper and 
get on a chair and mark the chart 
myself it is as though that figure was 
driven into my brain with a hammer. 
I cannot forget it.” 


your- 


Good idea. Try it yourself some 
time. E. T. 
+ 





mind 8 ‘more valuable than i in — 







When he comes upon an idea in his 
t he reading, for instance, he visualizes him- 
yin- self as telling it to a friend. 









— ‘~ ROBERT R. UPDEGRAFF. : 
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Cuts 

PACKING TIME 
50 Per Cent 













Makes the job easter and a8 
less costly, too | 





he manager of a packing depart- - 
3 found that his packers first. — 
selected a sheet of paper of the 
correct size, and then placed it in a 
convenient position before wrapping. T. 
The ball of twine was located in some = 
cases on the table. Time was lost on- = 
each parcel in searching for the short 
end, as this was not always left in the — 
same place. In other instances the ball 
was kept under the table, the end being 
brought through a hole in the latter. .. 
Sometimes, however, the short end fell 
through the hole and time was wasted `. 
in recovering it. | — 
The manager reduced the number oie 
different sized sheets to three. These — 
were placed in three piles side by side. 
Wire eyes were suspended frog the ceil- 
ing about four feet above the sheets. | 
The twine was brougft through a hole 
in the table and then through the eye. | 
The end hung down a sufficient — * 
to prevent its sliding back. en i 
Thus each order was piled direct. ono 
the sheet which was to be used. This 
eliminated the time spent on selecting 
and placing the séet. T&e end of the 
twine could be found almost uncon- 
sciously, as it was always in the same — 
relative position. And no further time 
was lost in searching for, and re-thread- | 
ing, the short end through the hole in 
the table, as the twine could not slip 
back through the eye. 





+ + 
Jewellery Display 
When You Want It 


A novel window attraction device is in use 
by a progressive firm of retail jewellers in o 
Berlin. The figure of a mannikin with out · 
stretched hand in the vestibule of the sħop, 
outstie the window, bears the injunction: — 
Touch my hand with silver, And watch. ie 
When the ‘observer touches the palm: with 

: the $. e window be —A 








In this. po he 







. He way he makes an abstract name or idea 5 
ia- or story become a concrete experience a 
— his. own lifes This, he hast found; ds 
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Phe trend of trade at the moment 
| divides into three distinct geo- 
graphical sections, each of which 
follows its own course. 
he trade indices in Great Britain 
1 balance continued their upward 
‘hey are detailed in the usual 
in this article. And in 
again be included: the other 
s of the Empire and the sterling 
area countries of North-western Europe 
and South America. 
‘But on the Continent the economic 
on has intensified in fragility, if 
ji ; certainty, in the last 30 days. 
Likewise, the international political sit- 
iation is less favourable than it was a 
‘month ago. 
_ A third pair of influences on our trade 
are ungertain, but they have perhaps 
y ‘improved, certainly they have 
ened: in the United States there 
a better psychofogical outlook, and 
no some fields slightly better figures 
than a year ago; but, fundamentally, 
has there been any turn for the better? 
. In the Far East, while politically Japan 
~ holds to her set self-interested course, 














































rapprochement towards British im- 
dustry. Chinese conditions also seem 
slightly. mote favotirable. 
> This is the epitome of the trend of 
>> trade during the past month, and an 
~ index to the direction it is following. On 
-o balance we consider that it means, for 
Great. Britain, a continuance of the 
: steady improvement which has taken 
place since July and of the general up- 
ward curve which has been going on 
now for nearly two years. 


Improved Exports 
Affect Everybody 


— T= most: favourable British factör 
: § during the last month is our increase 

_ in exports. We have always empha- 

3 sized the importance of our maintain- 
_ ing and slightly increasing our exports 
for this reason: exports directly. affect 

he businesses of very few of us—only 
those of us who export in considerable 
olume; but indirectly they most vit- 
fiect all of us. For the more we 








the — must t be — 





-commercially there may be a slight 


way of raw materials, and ther 
more we can afford to. consu 
selves. 
Exports were £3,500, — y 
month ago, nearly 10%: f 
more than a year ago. Imports 
by £11,000,000, or nearly 20 
month ago, and by nearly 1 
year ago. a, 
Also, the immediate future: — ex- 
ports looks favourable. The commer- 












Signs of the 
All our trade indices con- 
tinue to rise steadily. 

| + 

Europe’s economic situation 


certainly more delicate and | 
‘touchy’. 
+ 


International politics less 
favourable than a month ago. 


+ 


BUT in the U.S.A. the psycho- 
logical outlook is better—a good 


sign 
+ 


and, in the Far East things are 
swinging a þig more our way. 


ON BALANCE? 


Nothing to upset our steady 
swing onwards and upwards 
to a — 1935. 






- bers employed are all up. 


—— SORES eit eae 




























coal exports has been increased | 
which should mean 35,000. ton 
per month. Trade nego 
going on with Poland ought © 3 
increased coal exports. | 
The tendency in Empire trade i is 
sistently towards an incre: 
exports. The Anglo-]aj ne 
kuo agreement of the recer 
dustrial mission to the Fi 
already resulting in orders f 
goods for both Manchukuo as 





Production Barometer | 
Rising Steadiiy a 
roduction is on the rise in ae Jy 


industries, Coal output i 
higher than a month ago, 3 





year ago. Pig iron shows a s 
rise: §% above a month ago. and 





above a year ago. Steel outp: 
ober is approaching the highe 
since 1929: 16% above last wr 
20% above a year ago. $ 
Shipbuildmg is improving on 
Clyde, the Tyne and in Belfast. 
nage built is up by 100% on a ye 
at 604,000 tons to the end of S 
ber, and unemployment is dowr 
22,000, or 30% Mees 
Exports of machinery last month: — 
were the highest since April, 1932, 
while the latest figures available con- = 
cerning the production of motor. ve- — 
hicles in this country show an" increage 
of 6.6% in private cars and the wery o 
large increase of2% in the number of 
commercial vehicles produced. The = 
latest available figures for licensing + 
show an increase of 30% om last: year oo 
Buildigg statistics show increases in 
every classification. Building plans none 
approved last month are 20% above a 
year ago, and the increase applies te 
classes of building. : i 
ment is up by 9% oma yi 
although of course, because of 
coming winter season, down on àt 
ago. 
The textile — are 
Cotton shows slight impr 
cotton consumed and exports anc 
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In the woollen industry efppios 







oolleys are 

al in the clothing 

cae urers are working 

sto — are too small for 
* 


arheo NE tau aetstatertd aietatik aa et ete re nm es hn a a a hinter taranna e 


UNGERLAND 


a ry 
ag PED 
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: ‘year, | alti ough, | 
below the second quarter of this year. 


Good Figures For 

Home Trade 

A ll the sigfs for internal trading act- 
ivity point upward. Retail trade 

is up 3.2% ona year ago. Bank clear- 


—— aragna. iina dymie nna — 
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tE Is THE SITUATION THIS MONTH 


London District: Unen- 
ployment has risen on the 
month though it is well 
down on a Year ago. 
Textiles and engineering 
are active, and domestic 
building development con- 
tinaes. The improved ex- 
port figures have had a 
good effect on the city, 
and general industrial ac- 
tivity has risen during 
Oectober, 

E. & SE Districts: 
The crops this season 
have been good. In Ipe- 
wich, Norwich and the 
rural areas unemployment 
has fallen. The fishing 
industry showed a re- 
cession, the catches being 
lower in value than those 
of a year ago. Export 
trade in herrings has been 
hampered by German ex- 
change difficulties. 
Midlands: In to out of 
13 major areas unemploy- 
ment decreased on the 
month and on the year. 
The iron and steel indus- 
try is very active. General 
engineering has improved 
and motor manufacturers 
are busy. The machine 
tool trade is active. Over- 
seas trade in electrical 
equipment is increasing 
and radio manufacturers 
report a demand for ex- 
pensive types of appar- 
atos. Development of the 
Seath American market is 
hampered by exchange 
restriction, 

W. & S.W. Districts: 
fa Wales unemployment 
is worse than a month 
ago, and in the north- 
western area it has only 
varied slightly. The tine 
plate trade is holding its 
own: production ig at 7a[, 
capacity. The coal mining 
industry has been dis- 
turbed, and exports from 
South Wales have fallen 
Bot. Ship repairing is inp 
proving slightly. 

N.E. District: A good 
part of the tmproved re 
tal trade comes from the 
depressed areas, The 
coal-field 
is busier than the Durham 
eki, and there is a firm 
demand for steam coal. 
Shipbuilding is looking up 
for fonr destroyers and 
two caren vessels have 
been ordered. The tron 
and steel trade is busy, 
while woollen manufactur- 
ers report “mixed busi- 
ness. Multiple tailors are 
experiencing an unusual 
seasonal demand, Un- 
employment has decreased 
on the month and on the 
year 


M.W. Disthict: In spite 


ESBROUGH 


of two reorganization 
3 
schemes, confidence has 


not returged to the cojton 
industry, bat Inquiries 
show plenty of potential 
business. Engineering is 
active, large orders hav- 
ing been received from 
home and abroad. Motor 
and aeroplane engineers 
are busy. Unemployment 
in most industrial areas 
has decreased. Shipbuild- 
ing on the Clyde is steady 
though there is still room 
for nnprovemént, 


è s 


+s 


E the “summer slack season, slightly AFS UPOR Gg 
passengers, and the tonnage of goods., ' 


ear aga, both 3 in docs. and 


tlectri ity production is up by 15% 
on last year. 

Postal traffics increased by 1.4% ona 
year ago. 

Prices and the cost of living remain 
steady. The cost of living is up by one 
point on a month ago and a year ago. 
Wholesale prices are down by one point 
on a month ago and up by 1} points on 
a year ago. Raw materials are almost 
exactly the same as a month ago and a 
year ago. 


Coal Dispute Spoils 
Unemployment Figure 


T= unemployment figures are un- 
favourable: as compared with last 
month 37,000 down. But the seasonal 
trades—hotels, building, shipping ser- 
vices, distributive trades—alone ac- 
counted for 45,000 increased unem- 
ployment. This unemployment in the 
seasonal trades would have been wholly 
made up by the decreased unemploy- 
ment in all the textile and clothing, 
and the iron and steel and engineering 
trades, except for an increase of 22,000 
unemployed in coal mining (compared 
with a decrease between the same two 
months of last year of 18,000). This 
was entirely due to unusually warm 
weather and the fact that the late 
summer strike threat in South Wales 
caused buyers to anticipate their orders 
earlier in the season. But it is believed 
that the current month’s figygres will 
more than correct this drop. 


Dominion Survey . 
Marked Improvemegt 


N o untoward developments have in- 
terfered with the upward trend in 
the Dominions. Thanks to the rise in 
the price of gold, South Africa's im- 
provement is the most spectacular. 
During the month of August alone she 
imported over £6,080,000 ef goods, the 
highest figure since 1929. Yet, thanks 
to the price of its chief export, the 
country still enjoys a favourable trade 
balance. 

Australia's improved budgetary situ- 
ation, credit and trade balances are 
again attested by her large conversion 
operation which has reduced the level 
of her interest rate to 34%-34%. An- 
other sign of her prosperity was her 
record imports in August. 

New Zealand shows an almost iden- 
tical position, with record post-slump 
imports for August, due to the farmers’ 
prosperity. 

The Canadian improvement also con- 
tinues without interruption despite the 
stagnation across the border. In Sep- 
tember employment reached the 1926 
average level; wholesale pricgs are hold- 
ing up; retail prices are steady; retail 
sales for August were 1.5% ahead of 
those for the previous year; industrial 
production was 7.5% abead; while e&- 
ports were the best of the year, and 
showed a favourable trade balance of 


almost $6,000,000. 
+ 














c that OE E TE is contem- 
— plating a trade agreement with Japan, 
and Canada has started trade negotia- 
~ — tions with the United States, is looked 
= upon as a danger by some British 
observers. It is rather the reverse. 
For, if Australia and Canada can export 
more goods respectively to Japan and 
» the U.S.A., it means that they will 
have so much extra income to spend. 
and even if they spend part of that on 
Japanese and American goods they will 
doubtless have some of this increased 
income left over to spend for our goods; 
in addition to the ‘general advantages 
that any increase in their production 
and prosperity brings. 


we Overseas Conditions 
Most Unstable 
opm the political situation on the 
oor Continent and the Far East has not 
nproved, and is a deterrent both to ii- 
ternational business and to our internal 
ade buoyancy, cannot be denied and 
would always be kept in consideration 
b: business men in their future plan- 



















ds the puzzle of Germany’s in- 
olitical situation. What direc- 
“will that situation take after the 
aar «plebiscite? What will be the 
Franco-German political reaction to the 
plebiscite no matter what the outcome 
f it is? Js there coming a Franco- 
, alliance versus Germany? Are 
rseilles assassinations going to iñ- 
he tension between Jugo Slavia 
id the Bittle Entente on the one hand 
2 d Hungary — Italy on the other? 
Vill it stir up friction in the Balkans 
again? “What will be the German atti- 
tude towards Austria once the Saat 
— -plebiscite is out of the way? Is the 
== Spanish political situation going to 
settle down ? 











Continental Countries 

Slipping Back 

T™. Continental countries have not 

improved their economic situation in 
the last. month. 

- The; gold countries have in fact lost 
headway during the last month. In 
<= beth France and Belgium there have 

been changes of government. The very 
fact that..both the new cabinets have 
definitely stated that no deviation from 
_ the gold standard was to be contem- 
< plated, has made the financial world 
+ all the more watchful of a possible 
-sudden change. 


: ‘Change of Tone in 
< United States 
— F the United States the psychological 
->i situatiow has again undergone one of 
those volatile changes of which there 
have been so many in the last five 





be leaning to the — sees 








: ovement in economic conte ound ing 
: improvement in the American ec nomic 














Mr. Roosevelt is supposed ae = — 


in actual trade figures. : 
not conceive that any so 


situation can be built on the present 
fallacious and unsound economic found- 
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vated * artificial gove men 
lation, confidence damped. 
policies and uncertainty, so long 
the final sound recovery” in America. be 
delayed. 
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oO ; T eneth of this organiza- 
n in whch many difficulties 
. Gefa in which results were far 





| 1 to — to a great extent 
efforts of its safesmen, and 
ad to be secured on the basis 

their own sales Sbility. The. company 
was not — well known in the 









a 7 it wag 
in the forth they 


m pA ‘the ques- 
n o — 







me F — were e receiving 
id § per cent. commission 









ed with | cars and 
ide their own. 
night have been getting 
s was no real level of 
8 — adopted 













Sues like o£ a — 
r th m — their commis- 


t the ear they were probably £50 
in debt to the company, which 
ompany found very difficult to 
T. Again, the company had a 
: Helping safesmen who had 


e ‘insurance, the salesmen 
3 pay back at the rate of 5/- 

reek. This they «did 4n 
o pat pen A at ; ip end of 


| that sonfe men worked harder 





















their sales. The cost of the travellers 
varied from about 4 per cent. up to 
about 25 per cent., which was rather 
an extraordinary situation. Incident- 
ally, I might mention that the salesman 
who cost 25 per cent. lived somewhere 
in Kent and that he had his territory in 
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Norfolk. The situation was obviously 
not satisfactory. 

The first reaction of the management 
was that they should pay every sales- 
man on a straight-out commission basis. 
My own view was that salesmen should 
be contented in their work, and that 
they should not have to borrow money 
to meet their everyday expenses. You 
must give a salesman a certain sense 
of security in his position otherwise his 
mind will not be entirely on his work, 
though I believe, on the other hand, 
that sense of security can be carried too 
far. Ifa man feels too secure in his 
job he may rusticate and not do justice 
to his work, 


Working Out an Equitable 
Payment Basis 


This point of view was placed before 
the management. As you kpow, if a 
salesman works on a straight-out com, 
mission basis he may earn’ {50 one 
week and not 1o/- the next. Ii he fs 
on a salary basis he knows he will have 
a certain amount coming in every week, 
dnd on that basis he can meet his liabili- 
ties. The management then thought 
they would put all the men on a salary 
basis, and it was necessary to point out 





others, thus obtaining better results, a 


factor which shofild be taken into con- 
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Territories 


Incentives 
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sideration in fixing the scale of their 
remuneration. 


The management then proposed to 


pay every man /6 a week salary, and 
that for all sales over the rate of £5,000 
a year they would allow him an over- 
riding commission of 6 per cent. Then 
arose the problem that one salesman 
might have a territory where it would 
be easy to get {10,000 a year in sales, 
while another, even though a better . 
salesman, might be in a territory where 
he could only get é 5,000 a year. One 
man might have a n number of very large 
shops in his area w ile oe — 


have only small ones. 


These Territories Had to be 
| Re-Adjusted 

Readjustment of territories then came 
up for consideration, and it was decided 
to work on the principle of a fixed basic 
salary of, I think, {@a week, according 
to a quota. Provided that the sales- 
man sold a certain amount of goods 
then he earned his £6 a week according 
to his quota; anything above that quota. 
would be additional to the profits of 
the company and a percentage of them. 
should be given to the salesman as an - 
incentive to get the sales above quota. 

By that means we levelled out the 
different salaries of the salesmen, but — 
when we came to chart out what sales 
they made in comparison with salaries 
it was found that some of them did. 
very much more than they were 
expected to do and others did less, 
Even on the quota basis some were cost- 
ing too much. Therefore it was decided © 
that some salesmen should be dispensed 
with | gad replaced by more effective 
men, 4 point upon which some com- 
panies are unnecessarily sentfnental. . 

This meant that the production curve 
could be budgeted for. more satisfactor- 


me and the e production staff could buy 
their su: „well ahea 





Rian more — | 
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— Why is Kalamazoo Machine SPEEDY: The flick of a lever ando T — A 

— Accounting Ledger Equipment the Book becomes a Card Ledger == Useful ad j une ts i 

— called ` ‘Doubte-Fast ” ? Seer ape posting. — 
B int CONTINUOUS sT ATIONERY: 
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ri * — Equipm: : r 
a careful planning 100%, 
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Release Stand and 
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ting. installation, The following are ‘becomes a CARD to the form itself and is us Di 
£ sentials >. LEDGER AND TRAY once only, being easily des | 
ar p oa tum of the 1 tached wee. Designed. o 

The — Ee jipment must be 3 as h. ta ove ië the serious - 

‘to-date as the machine. Records e loss of time inseparable 



























he: right height and under Ere 


hinen must be the central poli: 
je properly fed; there must be 
teady flow of work to and from it 
cand the adtounting routine must be 
designed to this end, 


sur 
were 
— 


Movements mustheforwaid: no twisting. 
_ turning nor backward stretching. 





— ‘Kalamazoo D le Fast! has been specially 
— desifhed to wes these essentials. 


=o- your have mechanised and are not 
ono Obtaining 100% efficiency from your instal- 
ae _ Mason, or, if you contemplate mechanisation 


we invite you 


4 to have the advice and help of our Systeims — — — 
“Department, without the least implied . Se ; i —— 
“Obligation, Will you write us? . TA s né | w —— 
(Proprietors : 4 S — 


‘Manufacturers of a complete range of modern equipment for o 


Os PEN-POSTING . VISIBLE — MACHINE ACCOUNTING 











| HEAD OFFICE AND FACTORY: NORTHFIELD, BIRMINGHAM gon Aah 
London office: Shell Mex House, W.C.2 _ — — — — - raifthes i in all leading Provincial Cities 
























Dark Room Kee 
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| Camera or Lens | 
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Piates or 















“FEW OF ITS MANIFOLD USES :— 


ot | Rapid Reproducer makes inexpensive true facsimile reproductions — 
nutes, from any kind of one- or double-sided, handwritten, drawn, 3 
n, printed, stamped, traced or duplicated original, irrespective of whether- 

is a loose sheet or bound in a book, whether transparent or opaque, 
n paper or on any — material such as cardboard, — fabric ot metal. 















* ha ; * in size, pani — — to operate 5* — | 





rANDARD MODEL, Copying up to 13” x 9” for Specified Voltage - £32 
| — 5 5 » Universal » -£36 
VLE * 5 » 22" x 15” for Specified » 2- £40 
po” —W » » * Universal » * £45 . 
ACCESSORIES AT REASONABLE PRICES | 




















— Ask for Descriptive Literature or for a Free Demonstration from the | 
_ MAIN DISTRIBUTORS IN THE UNITED KINGDOM _ a 
HALDEN & CO. LTD., MANCHESTER I 
ALBERT SQUARE Telegrams: “HALDEN, MANCHESTER.” Rls. sort Blackfriars 0453 : l 


BIRMINGHAM | GLASGOW LEEDS | NEWCASTLE-ON-TYNE,1 | 
38, Northumberland Street — 





#7, Upper Priory 17. —— Street, C.2 cancer Set 
plegas. 


| 
Wes : ido Telegs. . 
Eyer = | “Senta, Birmingham” “Ferro, Glasgow” Tee — Leeds” 
ictoria, airt a1 303 Lines) Central, 2400 Central, 4337 e | el 2342 


WE EST & PA RTNE RS, LO ND DO ON . 
ETTY FRANCE, WESTMINSTER, S.W.1, a : 
: Vironia ke —* 6 ee Telegrams “West 





Telegs. 
“Eyepieces. Newcastle-on-TFyne” 
Tel. 22071 








estanp ar, Sowest, London.” IE 











—— — ftom attending to their work 
<i owing to repairs being necessary, the 
delay often amounting to as much as 
-< half a day per week. It was arranged 
that new cars should be supplied, that 


they should be. returned to the dealer 


at the end of a year's running, about 
me a ae week for the cars, which was 
7 deducted from licences and insurances 
were paid, while the dealer did the 
= necessary repairs. The salesmen were 


3 -charged their salaries, and in the result 


* — less working time was lost. 

The particular line the company was 

selling was confectionery, and it was 

- important that as many shops as 

possible in each area should sell their 

— products. About 50 per cent. of the 
- shops in the various areas covered by 

















several thousand such shops was com- 
led. It was. thought that by calling 
pon. them important increases in sales 
ight be effected, but when the sales- 
men were consulted they said that they 
had already called upon them before 

that they could not sell the goods. 
were two lessons to be learned 
‘experience. The first is that 
l — by sending round a fresh sales- 








7 a e time Jeeli that he is in 

> best. position tọ judge what — 
| stock the goods and what shops 
will not. I feelethat, in many instances, 
headquarters get too many inspirations, 
although possibly you may not agree 
with me. The salesman, unless he is 
: an absolute slacker, is probably just as 
much interested in getting those shops 
to stock the goods as is the company 
p — itself. a e 





This New Salesman-Control — 
Was Needed 


= The next point was how were the 

salesmen to be controlled. Previously 

they had been allowed to make their 

calls as. they wished. On the Sunday 

night probably the salesmen made out 

a list-of the towns they were going to 

> call at and posted it to headquarters, 

:: who sent out advice cards to the cus- 

<: tomers in those towns. It was decided 

~ to reverse the process, and that a list 

=c of towns should be furnished to the 

` galesmen which they were required to 

‘visit. It was estimated that so many 

calls could be made per day, and that a 

certain number of orders would be the 
57 result. = 

«What “actually happened was that 






to him for a particular day in a 


ness, i 





salesmen did- not stock them. A list 





"ticular town he found that the c | “cet 
prospective customers were net at busi- t 
and therefore he just. — up Ss 


self; he would probe bly have gone ; Hight 
away from that town tọ some other 
place where he knew a particular 
customer would be available. 

The next problem was to try and find 
out some method of stimulating sales- 
men and mainly by an appeal to their 
self-respect as*units of their organisa- 
tion. A salesman likes to be considered 
as part of his organisation and not as a 
kind of social outcast, as he was in 
former times. 

One method that was adopted was to 
tell him at the beginning of each month 
what he was expected to sell in that 
month. At the end of the month he 
was sent a statement as to what he had 
actually done, together with a kindly 
or a severe note, according to what the 
circumstances warranted. In addition 


to showing him what he had dones he 


was told what he was costing th 
in the way of percentage of 8 
sales, and his expenses were. 
with a red mark against the 
were too high. 


Incentives Which Produced Still 
Better Efforts 

This had some influence on the sales- 
man, but it was thought it should go 
further. If he did very well, or if he 
did very badly, then it was recom- 
mended that the general manager 
should have him up in his offi e at 
intervals of a month or so, and either 
give him a pat on the back or tell him 
that he had not done quite as well as 
expected. This had a good result for 
a certain length of time, but eventually 






























“Tee penta a was varied, an 
degrees of contact were i 
One Uegree was for the sale: i 
to investigate the figures — sen 
congratulatory note or otherwise. If č = 
the figures were extraordinarily good or 
extraordinarily bad then the general 
manager wrote something, or he might 
see the salesman if they were more 
than extraordinarily low, while if the — 
salesman did sometbing really wonder- 
ful in the month the managing « irector oe 
would have a look at the figures a ad 
write a congratulatory note. 

This system worked very. well, but og 
even then it was found that there was 
not sufficient contact betwetn the 
management and the galesmen, who sall — 
did not appear to think that Rey were 
an integral part of the organisation. 
They were periodically. invited to visit 
the factory, and one of the production 
experts explained to them any new EE 
products that were coming out, — 

What was termed a cone 
tist was also adopted. At th 
of a month each salesman was 
the management wanted to sell 
certain line, and that he was to c 
centrate on that line for tha 
month. The next month so: 
line was selected, and so §¢ 
meant that — was ont A 








































incidentally, in some x : 


-bonus was allowed for s 


quantities of such lines. 5 


held twice a year, for the 
developing esprit de corps 
developing the idea in th 
salesmen that the manage 
(Continued on page 43) 








he old, old problem again: Shall we 
give the staff Christmas presents 
this year, if so what shall we give? 
To most men—and women—em- 
ployees nowadays cigarettes are accept- 
able. But the idea’s pretty moth 
eaten, doesn’t show much imagination. 
Of course there’s always the cash 
present, and that’s probably the most 
useful of all, but difficulties arise. Shall 


"Miss X, ten years secretary to my sales 
manager, receive more than Miss Y, my 
own very competent girl, superior in 
status, but whose service is but three 







: when a salesman made the calls allotted yea! 





Business is better, sO why nor? E to 
POWELL, Sales Manager of a well 
known concern, sends us a thought ⸗ 





Instead of a standard gift of qigarettes, — 
why not a standard gift of, say, fowe ooo 
tain-pens or propelling pencils? * č = < < 
Good terms for bulk orders can 
always be got from the suppliers; and 
so can excellent arrgngements for * 
repair service. | 
A goed fountain-pen or pencil ig 
always acceptable; moreover, if is Hse 
ful in the business. Will probably cut 
down the constant petty expense for 
nibs, penholders, — special inks, 
and so on. eee 
Ever thought of that? we, ES 
Such a gift: is also just as- silta bl 
and safe for “‘customer gifts’’ 
have beem so slow as to k 
important matter until this late 
Anyway, there’s the — 1 leav i 
to you. 
















he Reception Room for: 


Aldwych, London, *there is an 
nposing five-floor head office of a 
z well-known firm. I called there 
‘hey have a fine reception- 
furnished room. Dis- 
eresting products 
_everything is 
er comfortable. 


s well, for if every 








me to get comfortable, 
1 about 1,500 square 


eA 


time that the 





p 
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+ 














ears without anyone on the 
g it. 
fice I wanted was on the fourth 
wea modern building. Right 
site the lift as I stepped ont were 
oors. They wes exactly alike, 
Both bore the firm’s name in the 
e style of lettering. I hesitated, 
alked through the nearer. 


* 


+ + 


Sergeant-Major’ 


in the same 
_ourselves-—— 


a.) 


in a well 


Mt y ‘ i. 
red 
ave 












experience he will. 


s. + 


the end of a form. Asa 


Callers or Staff ? 


went to a very comfortable chair and 
sat down. 

Opening out of this room there were 
six important offices, plus the entrances 
to two main corridors. This reception- 
room was, therefore, a sort of Piccadilly 
Circus. Dozens of people, from rotund, 
prosperous looking executives to lady 
se€retaries and messengers constantly 
rushed to and fro or met in groups to 
have conversations, discussions, argu- 
ments and so forth. In fact half the 
firm’s business seemed to be done in 
this delightful apartment. 

It was a wet day outside and marvel- 
lously warm and comfortable where I 
was sitting, but business had to be 
attended to so I approached the lady 
at the desk who, by now, I had decided 
really was the receptionist, and asked 
what about some service. 

“Oh, I’m awfully sorry, sir, I didn’t 
notice you come in.” 

I might have retorted: ‘You're 
tellin’ me?” but there was every excuse 
for her not noticing a caller. What was 
I among twenty thousand cards to be 
typed and half the firm's personnel 
making whoopee in a room ostensibly 
for callers? 

I believe I could have sat in that 
comfy chair till throwing out time. 


¢ 

















At once I was inside a little box-like 
affair—-the firm’s telephone switch- 
board! The operator was busy with a 
message, but in a way which indicated 
her long experience of such blunders as 
mine she swung round resignedly and 
jerked her thumb in the direction of 
the door on the left. 


There’s no prize for suggestions as 
to how this arrangement might be 
improved. 


+ 


d 
messenger was dispatched with it to the 
executive I wished to see. 

In the meantime there was nothing 
fgr me to do but wait, standing up, in 
the passage. For entertainment I had 


the edifying sight of six relay messenger 
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Experienced .by 
THE EDITOR 
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this I could gaze at a large notice 
threatening dismissal to any member of _ 
the staff caught smoking. I continued — 
to puff at my pipe. bo 
At the end of ten minutes nothing — 
had happened so I tapped the window 
and asked the youth what about it: 
He dispatched another messenger 
Another five minutes in the dr 
passage and still nothing happe 
I knocked the window 
about Mr. So-and-So .. . 















Funny that that firm has been 
to keep in business for over fifty yea 





don’t want to point any morals. 
| about the attitude of the above three 

firms in regard to “reception”, But 
I do feel that in this one point of 
business organization firms seem less 
developed than on any other matter, 
I could, at this moment, write down 
the names of dozens of concerns, and — 
not obscure concerns at that, whose 
reception still consists of the nasty little 
window peep-hole, and the drab passage 
or cubby hole where callers, whoever 
they -i 


boys, noisy little beggars of the usual com 
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I have one instance ingnind of a very 
modern office at which I called where 
the ‘‘reception’’ was the regulation 
spy-hole cut in a blank wall. But 
here the office inside threw this crude- 
ness into violent contrast by being 
furnished like a millionaire’s yacht. 
Why such luxury and generosity inside 
and such meanness outside? Seems 
thoroughly bad business to me. 

Fancy the proprietor of an important 
high-class shop in a competitive neigh- 
bourhood having his window look like 
a ha’-penny sweet-shop in a slum. 
Attract a lot of customers, wouldn't he? 

Yet the analogy is not far out. The 
management of a concern only knows 
what business comes to it in spite of 
its receptioh arrangements. It rarely 
knows how much business passes it by 
because possible customers feel they 


“do not like that sort of a firm.” 

There is no hard and fast standard 
as to what constitutes the ideal recep- 
tion, the reception best suited to build 
goodwill, prestige and to create and 
hold business. It depends on individual 
circumstances. But I do suggest that 
in very few cases would, management 
find it wasted time to check over 
periodically the exact conduct of its 
reception arrangements. In too many 
cases are these arrangements looked at 
from the point of economy for the firm 
instead of from» the point of view of the 
possible caller. Imagine yourself call- 
ing on your firm. What would you like 
to find? How would you like to be 
treated? 

And don’t forget it is the little things 
as well as the big ones which affect a 
caller. Itis not nice to see a reception- 


23 
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ist chewing gum, or exchanging jokes 
with a colleague while one cools one’s 
heels. A caller does not like to be 
treated like a trespasser, or ignored as 
though a nobody. He doesn’t always 
like #0 be compelled to stand up while 
waiting, and he may not like kitchén 
chairs or hard forms. 

It is not unknown for a receptionist 
to eat his 6r her lunch out of a paper 
bag whilst on, perhaps, emergency 
duty. The sight is not edifying to a 
caller. 

Sometimes, too, the telephonist is the 
receptionist. She is often so busy with 
her switchboard that the caller is made 
to feel like an intruder. 

A little sane thought; yes, and maybe 
a little mongy, is all that is n 
to make reception just what it*should 
be. e 









n thinking seriougly on the subject of 
| price-cûùtting—particularly as I my- 

self am daily meeting with it not only 
in the United Kingdom but in many 
other parts of the world J am inclined 
to use the quotation: ‘‘The fault, dear 
Brutus, lies not in our stars but in our- 


selves.” By this I mean, is the manu- 
facturer always as sincere in his efforts 
to maintain prices gs he would have his 
customers believe? 


WHY ? 


He is a parasite. He 
upsets your goodwill 
among retailers and 
destroys confidence in 
your products 










I am afraid this is rather a debatable 
point. 

Price-cutters are the highwaymen, 
and parasites of the legitimate and 
reputable*trader. They undermine the 


confidence in an article. When after 
many years of intensive work in 
' developing tife popularity of a product, 
the manufacturer at last sees his reward 
in sight, his trade can be ruined by the 
destructive methods of the price-cutter. 


WHACK the 


Price Cutter 


Who wishes to handle, or for that 
matter who can afford to handle, an 
advertised proprietary line, the price 
of which is supposed to be stabilized, 
when next door there happens to be 
one of those pernicious individuals 
offering the same line at a cut price? 
The legitimate trader may fight against 
it for a short time, endeavouring to 
keep to his agreement with the manu- 
facturer, but inevitably he either 
follows the price-cutters’ tactics or 
says quite frankly that he cannot 
afford to handle a line which does not 
show a satisfactory profit. 

But what are the remedies? 

It is very much easier for a manu- 
facturer to control prices if he sells only 
to retailers as he can then pick his 
outlets, and make it a sine qua non 
that the goods are only sold on the 
definite agreement that the retail prices 
as fixed by him will be faithfully main- 
tained. i 

However, when a manufacturer dis- 
tributes his goods through wholesalers, 
bis difficulties are more obvious. One 
of the fnost efficacious methods of 
combating *price-cutting is to code an 
article, but this is not as simple in 
practice as in theory. The manufac- 
turer will find that his aims in this direg* 
tion are very often defeated by the 
price-cutters removing the code marks, 
as it is a well-known fact that the cut- 
ters will go to any lengths to ão this in 
order tg conceal their gource of supply. 





Yardley & Co., Ltd. 





Therefore it must be 
remembered in —— 
an article — 
manufacturer must 
make use of all the 
ingenuity at his com- 
mand in order to do 
it in such a manner as 
to make it impossible 
for the price @utters to 


Says remove the mark. To 
carry out this policy 

A. HESSE satisfactorily, evemy 
Director wholesaler through 


whom goods are dis- 
tributed must have a 
special coding, and a 
registration must be 
kept so that when a coded article is 
found in the shop of a price-cutter, it 
can be purchased and traced back {6 
the original wholesale supplier. 

If you are one of the unfortunate 
manufacturers of a proprietary article 
that has interested these “hightaymen 
of commerce,” and are compelled to 
cede yqur article, do not do it in a 
half-hearted manner, even though it 
may cost you a few hundreds of pounds 


HOW ? 


Code your goods. Select 
your retailers. Have | 
price agreements. 
Above all — stick to 
these arrangements 







a year to carry out your policy. 

By doing this you are establishing 
confidence with the legitimate and 
responsible retail, and though you 
may not be able to eliminate price- 
cutting entirely, the fact that you are 
endeavouring to do so makes your 
customer§ “appreciate and support you 
far more than they would if they 
thought you were only making a ges- 
ture at price protectien. . 

‘o 
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riment stores all sorts 
ade use of to test the 

e if they are on top 
ot that secret tests are 
sistants; they are made 
staff to become better af 
customers, And, incident- 


2, to improve the store’s 


~r. 





t staffs in the smaller retail shops 
ust as much in need of checking. 
Mr. D. C. Whittinghill, whose firm is 



















tie , Serent shop 
qits ough handling 
ime product. 

o member of the sales research 
who visited the shops was obvi- 
unknown to the assistants. The 





s of their faults your asssistants may 
_ Test them by this check-up plan. It is quite easy, 
sip many an assistant to become a star salesman 






goods even when they are supplied to 


retailers, as tĦere are cases where goods | 
ing are passed on by them to price-cutting . 


firms. | 

I think we can decide that the manu- 
facturer dealing direct only with the 
retailers, and eliminatigg distribution 
through wholesalers, has a far easier 
task than the manufacturer with whole- 
sale outlets. 

In conclusion, and to link up with 
my quotation, the manufacturer must 
himself be whole-hearted in his efforts 
if a policy of price maintenance is to 
be a success in any sense of the word. 
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From D. C. WHITTINGHILL 
nager : Sales Research, The Hood Rubber Co., Inc. 


was: “This is a good shoe because we 
have sold hundreds of them”. I walked 
out without buying. i 


Assistant made no effort to sell. 
Did not show the better shoes. 


— 


When I went in and asked for canvas 
shoes the assistant said, ‘‘5/- and 8/—~ 
which do you want to see?” I asked 
to see both. After looking at them, I 
asked why there was such a big differ- 
ence in price. He took the two shoes 
from me, and balancing one in each 
hand and looking up at me, he said: 
‘This one (8/-) is a little bit heavier, 
but I think this one (5/-) is just as 


No features mentioned. 
Poor approach. 
Deliberate surrender te price. 


aae hg . 
The assistant first handed me a cheap 
canvas shoe. I said I wanted something 
a little bit better and was handed a 
named shoe with the statement that it 


~ 


was very good. The assistant kept look- 
ing at the front of the carton, probably se 
three or four times. He then pointed prin 
to a special point (a new Hood feature ordi 


eo > 


to resell to any other firm. 


ill However, it might be advisable to co de 


were ventilated and porous, and 






sell me the good shoe. 












ie > 


When I asked for canvas shoes the 
assistant brought me a pair at 4/-. I 
said that the canvas seemed very stiff. 
and he said ‘‘No’’. I then said the sole 
would probably mark a gym floor and 
again he said “No, I therf asked if he- 
had anything better and he said: 
“These shoes are really good enough for 
gym work. He did not offer to show 
me a better shoe. , 


Assistant not courteous. : 
Knew no’features. 
Did not try to make a better sale. 


—— 


This was a nice department, featuring 
Buster Brown shoes. A girl waited on 
me immediately, and showed me a 
Hood shoe. I handled it, and she said _ 
it had an arch which kept the feet from 
going flat, and also had the H ygeen 
Insole, which prevented perspiration 
odours. She said the shoe was well- 
made with a heavy sole which made 
it long-wearing. She never mentioned — 
the price until I asked her. 





Knew the features. . — 
Showed good shoé first. 


Did not mention price. — 
A nice sellfng job. - 


I asked for canvas shoes. The assis- 
tent brought out some Hood Hykeshus 
and started to talk about flat feet and | 
how Posture Foundation has corrected — 
this evil. He also talked about’ the 
Hygeen Insole, andethe fagt that no 
more perspiration odours would come . 
from canvas shoes with this insole in 
them. He also said the shoes were 
good fitters, not just like a bag over the 
foot. He then stated that the uppers - 
the 
price was only 8/6. He later showed 
me a 6/- shoe, but said: “However, 
at a little more, this first shoe is much 
better, and worth the extra money.” 


Overlooked no features. 
Did not surrender on price. 
Knew his story well. 


w 
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Current Events — 


THE QUARTERLY 
-RECORD 


Full particulars of every event and per- 
sonality in the news, a complete summary 
and survey of each quarter’s happenings. 
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ervice are contained in a 16-page jf} asl ane ii 7; py < (On wert oi 
booklet, “The Best Paid Job in Busi- f1 Or saie outrig t oron. ental 
ness”, a copy of which will be sent you | WRITE TO 


Get this FREE | | | | 
| É In every business | AITAL | — 
Book To-Day! FREE on request, In every business RELAY AUTOMATIC TELEPHONE SECTION 


General Manager, and his is in every way the most secure aViatt : OTD 
=F of supreme authority. y the Board of Directors çan |} 38-39 Lj MES ST | DON Er A 

— | Siams the General Manager, but a ae knows = > — 38°39 UPPER THAMES ST, LONDON EC4 

|} Board cagnot risk losing him. e yourself qualified | f | TELEPHONE > CENTRAL 2332 
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NOW! 
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BUSINESS SERVICE’ INSTITUTE, || | | — pe 
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lnti you have tried the new No. 
19 Bar-Lock you do not know how 
efficient a typewriter can be: Let 
us send you particulars of its 
‘Sutstanding advantages and many 
exclusive features. Free trial for 
ene week in your own office 
without obligation. 


AR-LOCK 


VELVET TOUCH . 
ENT CARRIAGE RETURN 


tant advantages include a 94-inch 
ve, New Paper Feed, Decimal 

tandard), Instantly Removable 
ngeable Carriages, Chromium 
Plated Finish, etc. 











SK (1925) COMPANY, NOTTINGHAM, ENGLAND 
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Portable. Telephone Nottm. FSHAL2 

















WHITE and FAST COLOURS 
la order to retain the smart appearance of work garments, 
it is necessary for these to be 


For Continuous and Eff 


DESK CALENDARS 





RM 


mo on 


thoroughly laundered, but’ 
ig too often found that 
strenuous washing means 
excessive shrinkage. There 
is only one way of over- 
coming this difficulty and 
that is by using garments 
which are 


GUARANTEED UNSHRINKABLE. 


This hgs been fully realised 
by the makers of Lybro 
garments who have now 
extended their range of Un- 
shrinkablework garmentsta 
the inclusion of attractive .. 
coloured materials in fast 
dye, in addition to white, 
and suitable materials for 
all purposes can now be 
found amongst their exten- 
sive range of fabrics. 


Our representative is at your 
service or samples and quotations . 


will be sent on application to the 


isole manufacturers i 


ffective | Advertising 
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ALL AUTOMATIC 
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=. DUPLICATOR 


wi Does multi-colour work 
in one operation and has 
a mumber of other unique 
features that will appeal to you. 





| Models from 10 gns. to 50 gns. 





-because *“ System” Desk Calendars, 
with your business announcement, printed 
prominently, bot’ ugebtrusively, on each 
Daily Sheet, will keep r goods or 
service before the notice of customers oF 
prospective customers every hour of every 
working day throughout the whole year, 
Being ot exceptional utility, they are 
assured of preservation and regular use, 
aid as they command more irequest 
reference than any other article of desk 
equipment they constitute the best fern 
of continuous publicity at a minimam cost, 


COUPON 


To SHAW PUBLISHING CO., LTD 
&y Carmelite Street, London, EA ay 


Without incurring any obligation I would. Hke 





“ARLAC” DUP. FIRST 
The special made | 
Duplicating Paper 


Withent Obligation 
Fill in and, Post the 
coupon apposite 
Write for price and sample and you pill receive 

+ a guotation that 
© © will be agreeably 
















London, E.4 


to have your quotation for 


PARE AEL RE ROAKEA KE Se A DEER 


advertising purposes. 


surprising. Addvess..... 
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System Desk Calendars for 
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— From 


CHARLES W: FRAME 


ee Director : : Miller, Crompton Ltd. 


> 
ye are not a large firm. We 
V probably muster 200 on the pay 
— “roll, -office and works. Small 
— — machines and appliances is our 
ine. of business, 
-About ar ago three faults began 
low up prominently. They were: 
— ‘Growing ‘complaints from custo- 
< = mers: about our not keeping to 
scheduled delivery times. 
o0 much waste raw material i in 




















were being 1 undersold by some 
of our competitors. - 


` The business couldn’t carry on in 
eof such faults. 
hez 


and sane but like a 
any other people, I did not at 
rst think I coul reorganize on the 
le — a ‘change would entail. i 
certainly could not add to the salar 
st. Nevertheless, something had to be 
one to cut costs, to speed up prodit- 
-tion, and, more important still, to take 
a lot of the detail off my own shoulders 
s80 that I could get a better grip on 
aoe control generally. 
I decide® to try a planning depart. 
ment on the lines of some of those I 
. had read about. 
_. In the average size concern there are 
<- heaps of jobs made more complicated 
-than they need be, and there is always 
_ alot of good brain power used up doing 
routine work that could just as well 
perhaps better—be done by lower grade 
<o dabour. 
The thing is to re-shuffle these details 
and to get them nicely allocated with- 
Ss: out causing any upset. 


To Start With, Get This 
Bird's Eye View 

The first thing was to get a bird’s eye 
_. view of the whole business. To identify 
=- every person and every job, to see who 
_ was doing what, and why. In thf way 
it would ke possible to short-cut all the 
roundabout ways of doing things and to 
_ throw out altogether the useless jobs. 














-with this chart, each departe. 


staff. 


receiving a note of any Come ` |: 


d copy or a notification - 
accounts department, and 


in the business. To check up 


ment head prepared a list of 4 
his own duties and responsi- 
bilities as well as those of his | 





-For some time i had bedr ae 


ments, adverse or. favourable, 
made by customers, and also a 








report on any delay, mistake, A 


or untoward occurrence in the busi- 
ness, and these came in very pi 
enabling me to judge just wher ett 
sources of weaknéss were. re 
There had been several comp aint 
that goods were not invoiced to 






its receipt to despatch of the l goods 
there was no such responsibility 





because the book-keeper had a sharp 
eye that the goods were invoiced at all. 


Office Routine Revealed Aso 
; Too Long-winded 


Quite often we were troubled with 
delay on the part of the railway carriers 
to collect goods, and again the chart 
showed that there was no means where- 
by despatches were scheduled and that 
what had happened was that frequently 
the carrier was called for collection to 
find that nothing was ready and that 
long waits were occasioned before a van 
load could be gathered. 

Other instances of weakness came to 


———— — 








It needed no additional 
staff. to run this new 
“department 





— close to the records, ang : 


Department is a buk brow 
big-firm monopoly. 


e progress of the work 
= was not at all what i 


it was only 


Was a sales manager, ane. 
A manager ane a common ass! 


















Tei ish t 





loss of documents which Ec 
fathom, and it occurred to. 


A lay-out of the offi Pegs Ua 
showing the position : 
filing cabinet, etc., and on tha 3 
the progress of the work. It wa 


and by rearranging dë 
I reduced the time of hane 
from 412. hours to 7. | 
By putting all the f 
together to form a 
department, I saved th 










posed planning department 

Most people regard a planning ic 
ment as suitable only for a production _ 
department, but I began to realize: that 
it was needed as much in the office. 

In the accounts department we hd 
two adding machines and a congo: 
ing machine with two operators to the. — 
three machines, but the figures which I- 
had hoped to get each morifing | tp 


these machines were invariably a ao — 
lats. pingu nT o 
Control Figures Came Out — 


Too Laté 
The trouble was that the three 
machines were put in a «mall room. 
where the girls were not subject to 
supervision, and all the files, papers, 
etc., from which their figures. were. 
prepared were in Warious places in tt e aS 
department. A re-arrangement pro; 
vided for the location of the machines 
















‘In the selling organi zation 

















£ over by the juniors. 
4 sing agent was appointed 
ed the advertisement manager 


2 the e *nanager became the 
_ sales promotion manager leaving the 
ee sales manager to concentrate on getting 
Oe order a ct from markets. 








n — 
Jel j > ed Works gnd Sales Staffs 
’ to Co-operate 
| rs reported at infreqpent 
a no scheduled itinerary 
with the result that the 


y correspondence was 
neflective. That was 













— every 























= — Greer 
o the sales manager 








“We knew that a better 
ible, but to pull heavy 
crete beds and put 
re WAE too expensive to 
| ‘tural alterations 


d, aii that by 
ling machine in. each 
es instead of grouping 
tion, the route of the 
ed by over 25 per cent, 
oval of a varmish-dippin 

middle of the main sho 

n near a corner door gave 
-for finished material and 

ess for the carriers. 

sach department was dealt with 
4 le Weanization chart was adjusted 
and ' hen the whole business had been 
i examined a new one was drawn up 
based onthe results of the investigation. 




















‘De artrféntal lay-outs were redrawn 
al 7 pe schegiuled. 

: ‘The Plannin | Department 
wg | 


-o o: ` — planning department then came 

o being ae an official department and 

3 assistant who had had works 
sk chars 


; seb to see that every 
scheduléd not only for 


“form = aration of a 


1 ‘the works was a 





sugges ste 


nary discussions and conferences take 
place until the proposal is far enough 


gested J matters ‘converge to the a 
planning department where prelimi- 






bep together all the items "of 
rmation before I was able to 
discover on what basis my decision | 
had to be made. | 





How to Keep Down 


those Transport ‘Overheads’ 
RICHARD TWELVETREES, A.M.I.Mech.E. 


‘Associated Equipment Co., Ltd. - 


he majority of commercial concerns 

using motor transport vehicles are 

not able to run _ ideally-equipped 
service and repair depots and garages. 
The high overhead expense of such 
oie puts it beyond considera- 
tiofl. 

The average firm carries on—and 
quite successfully, too—-under condi- 
tions that seem at first sight old- 
fashioned, if not primitive. Let us 
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.KNOW What Your 
Vans Are Doing 


he employer of road vehicles 
must know exactly, each day, 
each hour, just what every 
one of his vehicles is doing. Im- 
portant as this information was a 
few months ago for proper cost 
compiling, it is doubly import- 
ant now, since Act of Parliament 
demands the keeping of accurate 
records. 
A small automatic recorder is 
on the market which infallibly 
charts the duration of every stop 
and movement a vehicle makes 
day or night. Attached to the 
vehicle, this instrument is tamper- 
roof and self-recording from 12 
ours to 8 days. The paper charts 
it records automatically present 
an exact history of the vehicle. 


ee 
consider the circumstances of the 
transport system of a firm with, say, 
10 to 20 vehicles of from 4-ton to ro-ton 
pay-load capacity, used for carrying 
goods within a radius of about a 
hundred miles of some large industrial 
town. 

These vehicles may well cover 100,000 
to double that number of miles a year 
without anything elaborate in the way 
of garages or workshop premises, which 
means that the transport can be run 
with quite moderate overh costs. 
Nevertheless, overheads must be kept 
down. 

If the firm cannot afford, or do not 
deem it desirable, to erect and equip 
teally first class garages and repair 

nops, they can at least begin their 


attack on overhead costs by disposing 


of all old and obsolescent vehicles, 
which are expensive to run and main- 
tain. This will goap the viaa to lay 





the foundation for gradual standardiza- 
tion of the fleet by the purchase of 
modern ‘‘light-weight’’ models, capable 
of being run to the best advantage with 
regard to pay-load capacity and reason- 
ably high legal speed limits, in addi- 
tion to embodying such features of 
design and construction as to reduce 
maintenance work to an almost 
negligible extent. 


Standardized Fleets give these 
Cost Advantages 

Definite advantages are obtainable 
by standardizing the fleet with one 
maker’s products even if several 
are employed; for, in addition to the 
undoubted publicity value afforded by 
a fleet of uniformly smart lorries, the 
range of spare parts and replacements 
required for repairs and overhayls can 
be limited to a very few items, so that 
very little capital need be locked up in 
their purchase, and the cost of store- 
keeping will be cut in proportion. 

Furthermore, as the owner of a one- 
make fleet, the user will get those 
special benefits accorded to important 
customers of the manufacturer, and the 
whole of the service arrangements Wilk 
be easier to administer than would be 
the case if supplies had to be drawn 
from several different sourCes. 

Care in selecting drivers is almost as 
important as the choice of ‘the vehicles 
themselves. The more one thinks about 
it, the more obvious it is that one of the 
biggest items in overhead cost is that 
incurred to provide premises and equip- 
ment for the correction of mechanical 
troubles created entirely by careless or 
incompetent driving. | 











Low Wages are Usually False 
Economy 


On paper, one may see figures repre- 
senting a low wages bill for the drivers, 
but this should not cause the business 
man to forget that economy in drivers’ 
wages may be more than offset by 
heavY expenses in the running sheds. 

Overheads can also. be Teduced by 
some — bonus scheme to provide 
vel for. low fuel 


roa 










sith its overseas members or ents in 


his way, the ‘‘frozen’’ attitude which 


e formal report implies has more than 
louble the damping effect. 
There is a sound foundation for the 
manner in which overseas connections 
and customers of most British concerns 
regard the parent company at home. 
“Oh, it’s no good sending that sug- 
gestion to head office; they don't care 
— what we're up against. All they 
“want is orders, not suggestions.” ‘Too 
often, through lack of thoughtful man- 
agement at home, that is the attitude 
f mind which is forced upon the over- 
eas outposts of firms. 
In our own case, for example, the 
bject of our world phone conference 
ould have been transmitted by cable 
to.our overseas folk. | 
We had just concluded our financial 
d a very successful one it had 
Total sales up by 120 per cent 
m the previous year, orders obtained 
uring the two closing months alone 
l ver a million pounds sterling. 
ng, t 
agement, and particularly the sales 


side, of any produciag CO 
well rejoice. i 

To our overseas colleague i 
whom had contributed their “quota, to 
that 120 per cent rise, our final finan- 
cial result could, as I say, have been 
communicated by cable: ‘Financial 
year shows so-and-so result. ‘Sales up 
so much. Fine results. — 
you your part. Keep it up. 
London.”’ 


The Message was 
“Sales Up by 120 per cent.” 


What a stimulating effect such a mes- 
sage in cold print would have had on our 
staffs in South Africa, India, Australia 
and elsewhere who had worked so well 
over the year! Impersonal, distant, 
so matter-of-fact, that message ould 


have entirely lost the inspirational 
effect of such a fine year’s work. 


So the whole idea behind the wireless- 
phone conference plan was to get this 
message over personally and in such a 
way that every one of our members 
throughout the world would feel the 
same buoyant spirit of jubilation that 


: : From 1. R. GALES 
Sales Manager: Huntley and PANNES Ltd., Reading 


sa — of the Yecent MENPE in 


‘the scale of rentals for the tele- h 


phone, plus the introduction of th 


; illing-any-distance”’ system for calls. 


p.m., we have been able to , 
| revo utionary step in the direction of 
making our travelling sales force more 
efficient. 

Our constitution is similar to that of 
hundreds of large firms throughout the 
country... That is, we are manufac- 
turers of a nationally-consumed product 
-which we distribute to wholesalers and 
retailers in every part of the kingdom. 
-The selling is done by our travellers, 
each of whom has his specified territory, 
and (except in the case of London areas) 
is permanently resident in that territory. 
© By far the majority of our travellers 
live more than 50 miles away from our 
head office, which is at Reading. Under 
t circumstances it was formerly not 


oa" year. It is not easy or aa 
bring salesmen away irom su 
3 Cornwall, Wales, 
1 S 


bas been to install the nae in the 
mes of our salesmen. 

‘hough we are the first firm in 
Britain to take advantage in this way 
of the reduced telephone charges, and 
even though installation in all the sales- 
men’s homes is not yet complete, we 
have already felt the benefit. For ex- 
ample, only a few hours before writing 
this short article, a query arose in one 
of our north-eastern territories. Norm- 
ally, we should have written to our area 
man in Newcastle, should have had to 
await his reply and then, in turn, 
written again conveying our decision. 
The greater part of a week would have 
been occupied in this routine communi- 
cation. » 

e Under, the new system, however, we 
simply waited until 7.30 in the even- 
ing, rang up the Newcastle man at his 
home and settled the whole thing in 
two minutes—at a cost of one shitting 


) only. 


Now this one illustration is ani 


T indicate —— enormous time c 


: “they woul a < ar 
<0 owas an actual reunion $ 
flesh, herb in our London 


Our executives and st 
and in the Empire statis 
as well as business colleagues: I 
rarely meet each other. The psycho- 
logical effect, therefore, of Sydney, À 
bourne, Johannesburg, Calcutta an 
the rest of them being able to converse 
with me personally, and with one an 
other, wag tremendous. Distances. D 
thousands of miles were agnibilate 
and for a brief spell it was a re 
of good comradeship as well as- 
ness meeting to celebrate a porten 
event. Eo teat ae 
The personal discussion o 
portant business subject has 
culable irda over 


—— at i int 
of the utmost im] } 


much — pe more effecti 
Every sales manager 
salesmen essences 


of our business. Also _ 

it will give us much - 

more effective sales 
control? 


suffer in a dozen little , ways. from” 
the unavoidable isolation. ° : 
to get into a routine and gradually to 
look upon head office as a faraway in- 
stitution having only : a distant nd 
personal connection with t 

Personality and infimat ie 
appear in time, and th 1 


-a kept in touch with: 
s. means of daily rep 





They tend 


14 


eee eee readies 
trary, the exchange of wri 

: ‘ape builds up that kind of 
bureaucracy which destroys the virility 


engendered by a close personal associa- 
tion 


The farther away a salesman is from 
his firm’s headquarters thee more he 
appreciates occasional personal contact 
with his chief. A cheery word of con- 
gratulation when things are going well, 
an encouraging pat on the back when 
times are a bit diffult, or even a frank 
and open censure when an obvious lapse 
has been made has a stimulating effect 
on the salesman when the messages are 
conveyed verbally by the sales manager 
himself. They have not the Mme effect, 
however,*if transmitted on typed re- 
port forms or memos. 


The Travellers, too, Like 
the New Idea 


Our new telephone development has, 
literally, put me in personal touch with 
every one of our distant travellers. To 
the men in northern Scotland, in Lan- 
cashire, Lincoln, the far west of Corn- 
- wall, or wherever it is, I can speak dir- 
ectly. They need no longer feel that 
head office is impersonal or distant. 
They will be able to understand now 
that we @o not regard them solely as 
order-getters; they will realize that we 
are interested in their efforts of what- 
_ ever kind, and that we are instantly 
ready, personally, to assist them and 
their customers in any difficulties. And 
this, we are convinced, will have a 
tremendously buoyant effect on our 
business as a whole. 

As a single example of the way in 
which the salesmen themselves appre- 
ciate the new development, a letter 
from one of our distant representatives 
lies on my desk at the moment. The 
following is an extract from it: 

““. . . mine has now been installed, 
and though it may be some time be- 
fore one feels its benefit with regard 
to incoming calls it was very pleasant 
and, if I may say so, ‘inspiring’, to 
have a few minutes’ conversation 
with Mr. Gales on Friday—such con- 
tact with Headquarters is good for 
one’s morale,” 

The travellers will also reap benefits 
——— — by having the telephone 
i ,eways which-+will also save 
their time and ; 

Travellers in countgy districts often 
have to make confparatively long jour- 
neys to see Only one or two isolated 
customers, perhaps to find, on arrival 
there, that their men are out, or away. 
Now, travellers will be able to ring up 
before leaving home and to ascertain 
if their isolated men will be available 
when they call. 

Under special circumstances, too, 
_ orders can be secured over the phone, 
and a dozen and ne little matters 
settled which formerly necessitated 
special calls or protracted correspond- 


ence. 

As I say, it is too early yet to deter- 
mine exactly what this innovation will 
mean to us in actual cash, but we con- 
© sider it themost important major devel- 








This photograph was 
taken as Mr. Gales, 
at the Post Office in 
Reading, signed the 
contract for installa- 
tion of the telephone 
in the home of each 
of his salesmen. This 
was the first big in- 
Sstallation contract 
— by a business 

ouse for telephones 
under the new re- 

duced charges 








opment which we have made in sales 
management since the introduction of 
the motor-car. We are convinced that 
we shall gain in three ways: (a) in the 
better control and improved morale of 
the distant travellers; (b) in the actual 
speeding-up of settlement of queries and 
exchange of information; (c) in the 


> 


actual cash saving represented by the 
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The “Why” 
Technique 


— of any man’s technique for keep- 
ing his mind open and getting fresh 
ideas and conceptions should be what 
might be called the “Why technique’’. 

For instance, one might look at a 
table and say, ‘‘Why legs?” ‘“‘Why its 
shape?’’ '‘Why its height?” There may 
be a sufficiently good answer to make 
it wise to continue legs or shape or 
height. If so, they should be retained. 
But perhaps some factor is merely 
traditional, even accidental. 

A few years ago someone challenged 
the height of gas ranges, and discovered 
that they were nearly all th® wrong 
height for women’s convenienee. The’ 
same was found to be true of kitchen 
sinks. They were too low. 

‘Why a cellar?” asked the head of a 
business when shown plans for a new 
building involving heavy costs for blast- 
ing a cellar. The architect could think 
oi no reason except that buildings 
always had cellars. 

“Why?” is a challenge to habit, 
tradition, waste,® expense. A regular 


Broaper View 
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former expenditure on telegrams and 
expensive trunk calls where urgent 
matters are concerned. 

Though the third factor is a consider- 
able item in a large firm such as ours, 
it is far surpassed in importance by 
the other two which may well have 
a tremendous influence on our future 
balance-sheets. 


© By 
ROBERT 
R. UPDEGRAFF 


use of this challenge should improve 
products and services, add tq, their sale- 
ability, reduce their cost, make them 
serve more efficiently. 


On Capitalizing 

Our Disadvantages 

About half of selling consists in capi- 
talizing the disadvantages under 

which the seller finds himself. 

If his plant or shop or organization 
is small, then he must make a virtue of 
its smallness. 

If he stutters, he must make his 
stuttering work to his advantage. 

If his price is high, he must in some 
fashion make high price desirable. 

Whatever his disadvantage, he can be 
pretty certain his competitor is more 
afraid of it than he himself is, and is 
worried lest it be shrewdly us@d by his 
rival to his own competitive dis- 
advantage. 

Said Lord Riddell: ‘‘No great su 
can be aehieved without concentration 
of two kinds—first, concentration on the 
main project, and, second, concentra- 
tion on the details.” 


THE TREND OF Tange! 


BUSINESS? 


The Best Position for Years 


fter a summef which was marked 

by a quite distinct July recession 

of general business activity, the 
up-swing in business has returned with 
a bound since August. 

Normally July would show a falling 
off; this year the general activity index 
went down by six points. But in Aug- 
ust it rose by 4.1 points—and only three 
times in the last six years has August 
shown a rise in activity. This, as we 
pointed out last month, presaged well 
for autumn business. 


To-day business activity in Great 
Britain is approaching the high 1929 
average. If we take 1924 as the 
normal average year representing 
100, the all-in activity index to-day 
is 107-4, whereas 1929 averaged 110, 
and at the lowest point of the slump 
in 1931 it had got down to 93. 

No other industrial country in the 
world has approached 1929 business act- 
ivity figures. No other country shows 
employment figures higher than the 

good 1929 days. And no other shows 
marked increases in internal production. 


Here’s a 
Good Picture 


point? The answer is simple: 

because nearly every business act- 
ivity and indication*has shown substan- 
tial improvement,in the last thirty days 
and the last sixty days. In order to 
give you the picture, we list them here 
briefly : . 

x Unemployment down 54,500 on 
last month; down 255,000 on a 
year ago. 

* Total employmgnt up 63,000 on a 
month ago; up 352,000 on a year 
ago. 

* Coal-mining: employment up by 
3,000 on a month ago. j 

x Woollens: employment up by 
13,000. 

* Boots and Shoes: employment up 
by 11,000. 

* Pottery : employment up by 6,000. 

* Cotton: employment up by nearly 
8,000. 

In fact, the figures of employment in 
Great Britain to-day are the highest 
ever recorded, more than 1,000,000 
above two years ago. This is one 
reason why business activity is the 
highest ever; because there are more 
people at work than ever before, even 
though there are more unemployed than 
at the lowest point in 1929. 

Unemployment is the lowest since 
August, 1930.. Decreases are shown in 
eVery trade but one, compared with a 
year ago. And last month increases in 
unemployment are shown only in the 
seasonal trades where they are expected 


Ws: have we reached this high 


and we CAN 


in the autumn—hotels, building, distri- 
butive trades. 


Vital Exports 
Are Rising 

eptember exports make a most fav- 
S ourable showing—the highest of 

the year: £1,700,000, or 5.2%, up 

on a year ago; nearly £2,000,000, Or 
6%, up on a month ago. Almost the 
whole of this increase is due to manu- 
factured goods. Iron and steel, mach- 
inery and vehicles alone increased their 
exports by nearly £2,000,000. 

Imports are actually down on a year 
ago; and very largely down, by 
£2,000,000, on a month ago. 


Production Figures Make 
A Good Showing 

roduction is up on last year wher- 
P ever we have the figures: 

* Coal up by 11% on a year ago, 
and by 9.6% on a month ago. 

* Pig iron up by 39% on a year ago. 

* Steel up by 10% on a year ago. 

%* Motor production, according to 
registrations, up by 12% on a 
year ago. 

* Electricity output up by 14%. 

* Even shipbuilding is on the climb: 
more tonnage launched; twice as 
much tonnage building as a year 
ago; the world’s surplus tonnage 
reduced from 12,000,000 tons two 
years ago to 8,000,000. 

k The freight index number, which 
portrays the activity in our ship- 
ping industry: August 6% over 
July; September 2% over August 
and 17% over a year ago. 

,* The Snly possible exception is the 
textile industry: cotton, wool 

- and rayon production increased 
above the preceding month, but 
was probably somewhat down on, 
a year ago. 

— 
Internal Trade 
Factors All Higher 
Rail traffics are up on a year ago by 
48%. . 


keep it up ! 


Electricity output up by 14%. 

Postal receipts up by 13.4%. 

Retail sales up by 4.1%, a very marked 
increase; and, taking a daily average, 
3-5% on a month ago. 

Building activity has maintained its 
important position in our increased busi- 
ness activity. Building is natumlly em- 
ploying less people than in midsummer, 
but is employing nearly 18,000 more 
than a year ago. 
dwelling houses and factories is higher 
than a year ago. Big plans of building 
expansion and slum clearance will 
doubtless maintain this activity. Road 
building is starting on a large scale. 

The new industries are contributing 
more than their share. More motor- 
cars have been registered and licensed 
by 12% than a year ago; £3,000,000- 
more in motor taxes have been paid 
than last year to date. Wireless shows. 
a similar increase: licences are up by 
nearly 14%. «In the case of rayon, few 
people realize that falling employment 
in cotton has been to a considerable 
extent made up by increased employ- 
ment in rayon, for there are twice as. 
many people employed in rayon as a 
year ago. Probably a full quarter- 
million people are employed against 
virtually none before the War. 

New capital issues into business have 
shown a tremendous increase im recent 
months. This is favourable from three 
points of view : it shows that confidgnce 
is returning; that new enterprises and 
extensions of old ones are’ proceeding; 
and this will make for increased produc- 
tion,.employment, and consumption. 

For the year 1933 the total number of 
bankruptcies and business failures was 
the smallest since 1929, and the money 
values were the lowest in ten years. 

Wholesale prices are up on a year ago. 
by 2.3%, although very fractionally 
down on the preceding month. Com- 
modity prices are the same as a year 
ago, very slightly down on a month 
ago. Food prices are 5 points up on 
a year ago, but 5 points down on a 
month ago. The cost of living is the 
same as a month ago, stwo points above 
a year ago, and is holding vefe steady. 


The building of both es 
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a then, there — be a pause 
i ' “in such a rapid rise as this. 
‘was the fact that there natural pause is always precipitated by 
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CCCö. nines new iremonen, 


London District: The 
trade position is — 
ing. Unemployment in 
Greater London is down 
on last year, and retail 
trade is up. The large 
amount of building ac 
tivity in and around 
London suggests that the 
public has money to 
spend. Overseas trade is 
— the only factor dis- 
turbing the City is the 
restriction of German im- 
ports. 
E, & SE. Districts: 
The agricultura] situation 
is good, and rs sugar 
— vield will be rather 
more than was at first 
expected. The employ- 
ment position remains 
steady, changing little in 
either direction, 


Midiands. The iron and 
steel, engineering, elec- 
trical and moter mant- 
facturing industries re 
port complete satisfaction 
with the position at pres- 
ent; the increased busi 
ness being dene in some 
branches of the electrical 
industry is as much as 
roo*%, over last year. The 
hardware trade alone is 
uncertain, owing to the 
fuctuating price of raw 
materials. Derby firms 
have plenty of orders, 
though the employment 
position is slow to im- 
prove. 
W., & S.W. Districts: 
The trade returns from 
this district showed a 
contraction in activity last 
month, bet the — 
seems brighter. The coal 
industry is the chief black 
spot, but coastwise ship- 
mems of coal have main- 
tained last year’s stak 
There has also 
been a spurt in shipments 
and on the 
whole there has been 
some little improvement, 
Employment in both the 
coal and the iron and 
ateei industries has been 
maintained, but there is 
litte export trade 


N.E. District: The de 
mand for coal here showa 
some improvement, while 
the turnover in the iron 
and steel industry has 
gone up by one third on 
last year. The West 
Riding woollen industry 
is now more active after 
the holiday lul, and a 
good deal of advance 
business is being done in 
the clothing trade. Woel 
len  manufecturers are 
anxions about the fac 
ations in prices. ihi 
bailding in the Tyneside 
in bad, but it is better 
than it was a year ago, 
and there are prospects of 
more work. 

The 


M.. District: 3 


cotton trade is still quiet. 
thongh there has been. - 
seme improvement in ex- - 


ports, The engineering 


trade is active, and some - 
contracts have | 
come unexpectedly to tbe -SHP 
district, as well as other -ap 


foreign 
home contracts. 


and has been proved by developme 
to date, that Great Britain's upturn 


“ex ernally our exports continue to sho 






no Pa anini effect 






Basic Reason for Upturn: 
New Markets 


t is significant that the rise in Britain’ Bs 
| prosperity is not coming about >= 
because of the theorists’ much- _ 
recommended artificial stimulus of =< =- 
increased prices; for prices, whether raw > 
material or wholesale for food, have, o 
with a few marked exceptions, increased _ — 
very little since 1931. Our upturn bhas 
come about for the reason that we prace 
tical business economists have always 
maintained: namely, by increased busi 
ness activity caused by finding new 
markets and by increasing consumption. 

Politicians and theorists to-day, as in 
ages past, are trying to start things at 
the wrong end: at the end of endeav- 
ouring to raise prices artificially. It is 
the easy and quick-looking end, and the 
popular demagogic end. But it never 
succeeds, The other end, the right 
end, from which to approach it, is from 
the end of finding new outlets and 
markets, stimulating more and new 
consumption, and so increasing business 
activity, such increase building on itself 
in spiral fashion. 














































The Upturn CAN 
Continue 


phere are we heading for in our in- 
creasing businesg activity? ` 
month’s figures emphasize’ tl 
continued trend towards self-sufficiency, 
towards produ¢ing more for ourselves ; 
Take certain broad figures: 


We have reduced the volum 
our imports by a third since 1 
imports of iron gnd steel, have fal 
two-thirds; cotton goods tl 
quarters; woollen goods. by four-fil 
machinery and electrical goods thre 
fifths; pottery and glass by two-fifths 


As a result of this we have been able 
to import more food by 2%, more raw = 
material by 5%. Compared with tgga ooo 
our volume of exports is down by 21%: | 
But in the last two years our exports 
have been rising, 8% this year so far. 
over last year, and 18% above two years 
ago. Our internal production, accord- — 
ing to the latest figures, is up by It = 
points on last year and 23 points ọn o- < 
1932. All our internal activities, such: __ 
as electrical production, postal receipts, 
etc., are up, as we have pointed out.. 
Our retail sales have been steadily going : 
up this whole year. ; 

Our own opinion has beeneall. al 




















tinue 30 long as inte , : 
ing bo@m carries on and so lon 









ncreases. For such increase 
as be pay for the additional 











) roduction and consumptio " are 
could go so far as to U.S.A. finance, — bal 
ess and live on our ‘‘foreign fat’? rency fallacy, reversal of — _ ference y 
hile—by which we mean sell our. reforms, reduction of costs before ie «negligible in . 
reign securities—in order to maintain — will be teady for any sound lup: spite of her depreciated c 
ur internal consumption and activity — — — 
ong enough for the world to settle down m 


d catch up with onr prosperity. | COMMODITY COST OF ° WHOLESA 





























































Our excess of imports over exports ea ag 
> year will probably be 10% or more © PRICES LIVING po “uP. | 
_ above last year. The increase in our s. U P : U 7 
- “invisible” exports—shipping, insur- — e (913 = 100) 
_ ance, banking and service fees, foreign His 3 me 08) 
_ investments interest, tourists’ expendi- — — 
- ture—may or may not bridge this gap. W ey 


- But within present limits this need not 
Worry: us. 


__ Europe: International 

- Politics v. Business 

; — t must be truthfully said that there 

a |: is no improvement on the Continent. 

— _ Politically, the situation has been 

_ worsened by the Marseilles murders; 

and international adjustments, peace 
pects and conferences are post- 

ned. Economically there has been 

i . improvement. France is still 
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rd trend, although her exports seem 
e improving. Germany is still with- 
t even the beginnings of a sound 
nomic policy; the German policy of 
orbidding purchases of foreign exchange 
acts and building up a self-suffic- 
is depreciating world com- 70 
ices and diminishing inter-_ 
ade. Spain is politically dis- 
The Little Entente and the 
ountries have taken no con- 
tructi: ve step forward. Italy is the only - 
of these countries which has her: 
nomic situation if hand. The Con- : 
al outlook is a worry and a brake 30 $ 
finance and security markets : 
ron our upturn. | | 
me hope that the sterling RAILWAY 
, Italy, Holland, Belgium, | B 
i will by forming a trading | TRAFFICS— UP 
a g intar-trade between them- 
id following an agreed policy, 
_ improve the situatfin. If they do, 
— they will also improve the prospects of 
Poland, the Little Entente countries and 
. the Balkans. This would be all to the 
= good, But it has not started yet and 
= cannot be counted on for the immedi- 
ate future. Even the possibility of it, 
_ however, is a favourable factor. For it. 
_ would iadirectly benefit all of us; if each 
< of the gold countries increases its trade 
with each of the others through bi- 
lateral agreements (which is the present 
hope) it. would make them all more 
_ prosperous and so eventually better- 
_ customers of ours, 





























MILLIONS E's 






MILLIONS £s 
















No Real Recovery 
-In U.S.A. a 
ae E the U.S.A. the industrial trend is of >» 







comparatively still downward. The 

situation ts still one of ups and downs, © | 
nd contributes nothing to international ~ 
ity; in fact, the reverse. As _ 
the quick changes of policy and 
ore drastic Changes 






American improvgment 








in of gas fires. 


4.MORE GAS to 
@ 7 Million Families 


boost the nation-wide sale 
r a commodity even 
Mature as gas— 
s naturally adopted 
In fact so 
did the gas undertakings 
is single factor of their 
hat they formed the British 
al Gas Association for the 
purpose of handling it 


modit 


jef medium. 


gone out to advertise and 
aruy, comfort in the home; 
1 essential means to that end, 


cooking and heating 


utter of fact, the use of gas 
has been adopted almost 
on point, as the following in- 


figures show: There are in 


4.000 families; 7,000,000 


technical achievement and 
steadily to improve its ser- 
vice to users, we were lit- 
erally compelled, by pres- 
sure of this competition, 
to put every ounce of 
energy we could muster 
into a campaign to hold 
all our existing consumers 
and to attract a vast fresh 
market of new ones. 

It was to form and carry 
out this campaign that the 
British Commercial Gas 
Association was formed of 
representatives of gas pro- 
ducers from all parts of 
the country. _ 

We realized that what 
was wanted was an in- 
tensive effort to sell the 
commodity, gas; and not 
primarily any particular makes of gas 
appliances. That was the reason for 
the decision that the campaign should 
be carried through by an association, a 
combination of interests, 

It was considered that by this means 
the propaganda put out could be formu- 
lated to maintain a spear-point of con- 
centrated attack, free from the petty 
side-issues of particular vested interests. 
In other words, the campaign could be 
more easily shaped to give the public 
a straight proposition on a main issue 
and so avoid that fundamental sales 
error: getting the public ‘‘dithery’’ by 
confronting it with a confusion of ideas. 


Local Poster Campaigns Linked 
with Main Plar» 


The subject matter of the nation: 
and local Press advertising linked’ up 
with the matter issued in booklet form. 
The theme was the conversations of tt 
now famous Mr. Therm. Housewives w 
depicted asking practical and poin 
questions about the advantages of ge 
for all kinds of domestic use to whic 
Mr. Therm replied with the necess: 
information. — 

All this, as I said just now, y 
aimed, not so much to sell gas a 
ances as to drive home the fact tha 
was now available for suchea 
range of domestic purposes that it 
the one great means through whic 
obtain comfort in The home and to 
the labour of the housewives, __ 


This Competition was a Re 

Attention-Getter | 

Then we went a step further. 
planned a nation-wide competition . 


1. Making housewives s 
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ON PRINTING AND DUPLICATING COSTS qo 
with B The easily operated and E 

olaprin[ 
NO BLOCKS, NOSTENCILS 
k 

most advanced ideas in high quality offset printing. The 
Rotaprint is designed to produce all kinds of first-class printed 
can be produced in your own office without loss of quality 
in printing and with a great saving in time and money, 

rinted—your stationery, typewritten and signed letters, sales 

terature, folders, labels, catalogues, with any number of 
costly blo and type, and works at a speed of 3,000 to 6,000 
per hour. 


2 X 
j , 
. 29 
è 
e-— 

versatile OFFICE PRINTING 

MACHINE. NO LOOSE TYPE, 
Rotaprint is more than a duplicating machine—it]is a 
SIMPLIFIED PRINTING MACHINE incorporating all the 
matter at a high speed. In operation it is so simple that in the 
hands of an intelligent junior, all your printed matter 
The producing medium of the Rotaprint is a thin metal sheet 
from which any subject required for reproduction may be 
illustrations, either from drawings or photographs, at 
ridiculously small cost. Rotaprint eliminates the use of 
Floor space for the Standard Rotaprint Machine is only 3 feet 
square. 


The Leaders of Industry have installed Rotaprint on their 
premises and all are unanimous in their expressions of utmost 
satisfaction at the great saving effected annually on all their KAYES 
printing costs, due entirely to the high efficiency of this 
eminently successful Office Printing Machine. 


MAY WE SEND YOU FULL PARTICULARS OFTHE 
ROTAPRINT MACHINE ? 


57, HOLBORN VIADUCT, LO A 
Telephone : Central 5655 (5 lines) Also at BRISTOL, BIRMINGHAM, LEEDS, 2 —E 





THE CHEAPEST WAY OF STORING 
Storing with the LMS is the cheapest and the most convenient 
way. There are 400 LMS Warehouses at the country’s most 
important trading centres, The best thing to do is to keep 
a stock of your goods with the L M S in every district where 
you have customers, and where you particularly want to 
develop a new market for your products. Then, when you 
get an order you have only to telephone or wire the warehouse 
nearest the customer and the LMS will deliver immediately. 

In many of the more important centres facilities for the storage 
of traffic under bond are available with the LMS. ⸗ 
Reserved spaces in LM S Warehouses are ley at rentals ranging 
from £5 5 0 per annum (London £6 per annum). e 
Storage ground, with all the advantages of rail connection, can 
be had at most of the Company's Goods Stations. e 


RERWOUSES - 





SEE 












FULL PARTICULARS from any LMS Agent or from Ghief Commercial Manager, 
e Euston House, Dept. B.A.12, London, N.W.! 





zey all our mechanized office 
as would"“take a week. It 
take a day even to explain 
s used by our accounting and 
2 machine batteries, quite 
ihe. other types ot account- 
an use. 

fe what we believe to be one 
ie largest instalfations of this type 
achine in the country and we make 
€ 3 use of it, — 
inother field, we use ‘Parts 
form the schedule basis 
anons manuiacturing pro- ; 
"500,000 Were 


built 


has 







f errors, even j type of duplicator, 


work, 























ledger accounts to be seen in this 
country. 





ed through 
e automatic 
partment with cal- 
of the full keyboard, 
hecks every calcula- 
the office. These 
the keystone to 
ch we could not 
we now enjoy.” 


wisdom of this method when stock- 
taking at the end of the year is in pro- 
gress. 
huge valuation figures then proves 
indispensable. 

Third, when a machine method has 
been visualized, 














the manufacturers of 
all machines which seem capable of ful- 
filling the requirement are invited to 
demonstrate the capacity of their pro- 
ducts, so that the machine most suit- 
able may be proved by practical test. 

For example, a machine was required 





As a result the] 
firm has installed the first duplicating | 
machine specially designed for posting | 


|| From 


Second, machines having a general | 
application are chosen with an eye to] 
overall requirements rather than for | 
the needs of a particular job. Calculat- | 
ing machines of a capacity above the 
normal routine work they do prove the || 










Their capacity for handling | 










e routine is constantly being 
and fresh methods and 
pphed to get the maximum 
for example, he spent two 
Germany investigating one 





4 


recently to post the Purchase Journal, 
casting the columns in the process. 
Severa] machines were tried, but some 
failed because, although they could 
reproduce the figure work, they could 
not write in the firm name, or descrip- 
tion of article. This at once narrowed 


pe 





operations 
E @ 


o ag 












Control, via the Speed A Accuracy 
and Flexibility of office machines, 


this great. business. 


To-day it is one of the most scien- 
tifically mechanized concerns 
in the Kingdom 


+ 


an Interview by 


C. H. Costello, 


AMOPHỌNE Co, Ltd. 








the field and the most suitable machine- 
soon emerged from this practical test. - 

In the various departments 4 types 
of calculating machine are in use—two | 
barrel type and two full keyboard. 


4 Types of Calculating Machines: 
What they do 


The barrel type machine used in 
greatest numbers is the leading machine 
of its kind in this field. Machines of | 
various capacities are used including — 
the most elaborate which has a capacity 
of 10 X Io X 15, tens transmission 
throughout, sight dials for each register 
and unique automatic transfer of pro- 
ducts from the product register to the - 
setting levers. This enables continuous — 
calculation without hand setting the 
products, it eliminates human error. 
Subtraction is made by reversing the 
operating crank. 

+ The other type of barrel machine has 
not automatic transmission of products; 
it is, however, electrically operated. These — 
machines are used for the calculation of — 
cost of each model, cost of eath piece 


- part, percentage sales in countries, zones, — 


The full | 
where .. 















By an extremely simple appli- 
cation of the “cam” principle, 
the National Accounting 
Machine can be adapted in less 
than 10 seconds to almost 
every conceivable variety of 


NATIONA 


225 TOTTENHAM COURT 








ROAD, 


and ethe 


per- 


accounting routine ; 
high efficiency eof its 
formance remains constant on 
whatsoever task it is called 
upon to do. “NATIONALS ” 


never stand idle. 


ACCOUNTI 
MACHIN 


N 
E 
LONDON, . Wl. 
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NEW. IDEAS . . . 


























SPACE WAS 

LIMITED SO 

MOST OFTHE 

FURNITURE 

WAS BUILT 
IN 


ENTRE: The general office was 
planned as carefully and as simply 
as the directors’ room. As much 
furniture as possible is built-in, this 
means that space is economized. When 
expansion becomes necessary complete 
units are added instead of the usual 
practicesof adding odd bits of this or 


that. i\e pendant lights are very 
athe, z= a, : 

interesting. The —* job is film- 
makigg; their own lighting experts 


designed these so it can be accepted 
that they are efficient. The proper size 
and shape of the conical lamp shades 
are optically accurate, so thag a light 
source with, the minimum of current 
consumption gives a first-class intensity 
on any work in hand. There is no 
‘“general’’ lighting in the room. Each 
of the typists’ desks and the two 
drawing-benches in the foreground has 
an individual light. This has the effect 
of isolating the worker and of enabling 
each to concentrate on her werk. 


The typists’ desks have no drawers 
in them, soethe accumulation of—well 
it has betn called ‘‘junk’’—is pre- 
vented. @/ visitor is impressed by the 


EFT: A bit unconventional 
for a directors’ room, 
don't you think? It is, 


but the directors had their own 
ideas when specifying this 
built-in desk. 

The intervening screen pre- 
vents the worker on one side 
from interrupting the worker 
on the other. This is neces- 
sary for, although each director 
is Managing a very different 


extreme tidiness of the 
whole office. 
IGHT: There are 
R not many double 
windows like this 
in London. But a 
film company knows 
all about lighting, 
so what it puts into 
practice in its own 
premises can be con- 
sidered well proven 
The idea is this: There 
is the outer window of 
plain glass for use when 
direct light is wanted 
on limited areas. But 
when an evenly distri- 
buted light is required, 
and particularly when 
phe sun shines directly 
on the windows the 
translucent inner win- 
dows are folded across. 
This helps also to baffle 
the outside noise, a 
godsend with «heavy 
traffic near-by. 





This Office of Steuart 
Films is Full of Them 


s type of work they must be in constant 


contact. Telephorfing takés up time; 
separate desks take up space; this 
plan solves all the difficulties. The 


double windows keep out traffic noises 
and diffuse the light evenly throughout 
the room. 

No space is wasted; an old fireplace, 
no longer needed when the offices were 
reconstructed, now accommodates a 
safe. Apart from the double-duty 
desk, the only other furniture in the 
room is a filing cabinet for 
confidential decuments and 
four small chairs. The 
directors consider that a 
large well-furnished office 
attracts callers who are not 
always eager to leave when 
their business has been con- 
cluded. The severe, though 
by no means unfriendly 
atmosphere of this office 
has just the opposite effect. 
For artificial lighting: note 
the adjustable individual 
units ovgr each desk. 

One of the directors is 
Mrs. Steuart she saw that, 
in periods of high pressure 
work, square corners on 
the desk might well méan 
bruises, so with charac- 
teristic feminine directness 


she had the corners rounded. 
o 
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OFPICE PRACTICE AND EQUIPMENT 


The : 


Post Office 
is out to help 


YOUR .BUSINESS 


— — — 








m 


he recently slump years had , 
Fa de®astating effect in many ways. 

Wise busi organizations, how- 
ever, utilized t period in which to 


make long-shot preparations for the 
fresh prosperity that they knew was 
not really far away. 

The Post Office was no exception; 
its engineers and their technical and 
business staffs worked vigorously on a 
multitude 8f problems and new ideas, 
in order to be able to fulfil the part 
which would be demanded of it when 
trade increased. 

Trade has increased. This year saw 
the birth of a new era of prosperity 
which, I am confident, will still further 
expand with 1935. 


The rapid development of the tele-- 


phone system has been proceeding con- 
tinuously throughout the country, and 
money has been spent on equipping 
exchanges with modern apparatus, on 
the improvement of speech transmission 
and the construction of new cable 
routes. 


ONE: Automatic exchanges are be- 
ing erected at the rate of 260 per 
annum, enid the process which has 
been going on during the last two years 
of converting switchboards throughout 
ethe countryn order to provide for ‘‘On 
Demand” working is now almost com- 
plete. To-day most subsctibers can 
now be connected to any other sub- 





TWO: In order to increase the use 
of the telephone in this country and 
thus to give a further impetus to trade 
and industry, substantial reductions of 
telephone rates and of trunk charges 
have just been brought into operation. 

Many of the new facilities inaugur- 
ated in connection with the telephone 
service are the outcome of consultations 
between business men and the Post 
Office. 

a 


THREE: It is now possible for a 
representative visiting a town to arrange 
with the local Post Office for a series of 
consecutive telephone calls to prospec- 
tive clients. Time is thus saved by fix- 
ing a programme of interviews after a 
telephone, conversation with the trades- 
men it is desired to see. 

This system, called ‘block telephone 
calls’’ enables executives to be seen at 
hours convenient to them and the repre- 
sentative and ensures that the available 
time of the representative is utilized to 
the greatest advantage. The local Post 
Office supply accommodation and 


*telephone, and give the required tele- 


phone calle in series. 
S 


FOUR: Telephone conferences age 
becoming increasingly popular in tBis 
country, and executives at places as 
far apart as Glasgow, Leeds, Cardiff, 
Southampton, can be brought into the 
same telephone circuit as the headquar- 


scriber without replacing the geceiver. ters ofthe firm in Lagdon. The charges 












SIR 


STEPHEN TALLENTS 
K.C.B., C.B., C.M.G. 


Public Relations Officer 
G.P.O. 


involved, which vary according to the 
number of towns included in the “‘con- 
ference”, are very small in comparison 
with the sums saved in railway fares, 
hotel expenses and loss due to the with- 
drawal of executives from their fields. 


© 

FIVE: The ‘“‘personal call’’ servige, 
by which the subscriber is connected 
with a specified person, has consider- 
ably reduced the telephone charges and 
time wasted in waiting for a&aẹmember 
of a large business concern to come to 
the telephone in response to a call. 


s @ 

SIX: Express letters may be dic- 
tated over the telephone to the postal 
telegraph office for delivery by special 
messenger. This service is available 
during the hours of telegraphic business 
at the office selected, and is of particu- 
lar value for comınunicating with per- 
sons who are not themselves telephone 
subscribers. e® 

- @ 

SEVEN: A night telegraph letter can 
be telephoned up to midnight for de- 
livery at addresses in mgst towns in the 
United Kingdom. The letter must be 
directed to a postal address and will be 
delivered with the early emorning de- 
livery of letters on the following day. 
This service is useful on occasions when 
the last mail — has been missed. 


EIGHT: If it is desired to catch an 
outgoing mail from the Head Post 
Office fey Which the local posting is too 
late, a ‘‘telephone letter’’ may be sent. 
Such messages may bè dictated by tele- 
phone to the Central Telegraph Office 

(Continued om page 35) 
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The special feature of this new model 
material is the high degree of accuracy in 
ne detail which it gives. It is extraordin- This 
arily light and impervious to heat and cold his type of steel equipment is being more and more used in modern 


offices. With steel body in plain or stippled shades of green, blue, 


Below: The ‘mechanical informer’. Pressure of a button ™4f00n, bronze, etc., and tops of ‘battleship’ linoleum, it fits admirably 
gives the enquirer information about train or bus times; tO Present-day colour schemes of office furnishing. But appearance 
where to find departments in a store ; prices at bargain sales, '% not the only virtue of this equipment. It is used also because of 
in fact it gives any information usually given by circulars, its hygienic efficiency 

window bills, signs, etc., and gives it more cheaply. It is e ° 


electrically operated 





This new electric typewriter is an innovation on 
the market. Every movement is power operated 
from the keyboard: i.e., shift key, back space, 
tabular key, letter space, ribbon release, line 
space, and finally the heaviest movement in the 
. typewriter, the carriage return. 

° Another feature is that no matter how uneven 
the* typist’s teuch, the finished impression is 
uniform. This impression can be varied from 
the lightest to the darkest by the tovth of a 
control. The key depression is 4th inch com- 
pared with §ths on a manually operated typewriter, 
and similarly the banking of the keys is in eighths , 
of an inch, making the operation of it simple and 
tireless. The fact Glone that the keys have to be 
depressed only th of an inch considerably in- 

* creases the speed of typing, apart from the fact 
that all other m@vements are also power operated 












(Continued from page 33) 


in London, or to any provincial Head | 





; | NIN E: Normally, there is no delivery 


t letters on Sunday in London, yet a 
= provincial correspondent, by addressing 
the letter to the Central Telegraph 
Office, London, and marking thé en- 
velope conspicuously: ‘‘For telephone 

_ delivery on Sunday’’, may ensure that 
Correspondence is delivered without 

delay. | å | | 


ue TEN: ‘The Post Office has receritly 
introduced *the ‘Transferred Charge” 
@ — Service, and already appreciation of this 


- new facility has been expressed by busi- 


< ness firms throughout the country. > 


_.. This service enables the representa- 
tive of a firħ to reverse the charge for 


a telephone call, provided that the 
called subscriber expresses willingness 
to accept the call and pay the charges 
-~ amvolved. The advantages of central 
control of telephone costs to represent- 
the field are obvious. : 
















of 











now obtain com- 
3,000,000 of the 
0,000 telephone 
s remarkable in 
p , just. after the 
! y had telephone com- 
m with two countries only: 

nce and Belgium. 
tvery year more than 6,700 000,000 























ooo telegrams are transmitted 


Over 1,600,000,000 telephone calls are 
dealt with each year} ee 
The totab annu&l value of the trans- 
actions with the public exceeds 
< £900,000,000—a sum greater than that 
of the national Budget? 
-Each year more than 6,700,000,G00 
stamps are sold over the counters of 
24,000 Post Offices? 7 
Last year, approximately {200,000,000 
< of Savings Certificates were bought and 
sold? 
$36,000,000 was paid in War Pen- 
-sions last year, and twice that amount 
for Old Age, Widows’ and Orphans’ 
Pensions? 


These services give an indication of 
some of the operations of this great 
organization. 
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-Persuasion 














1810 claimed 


; London occupies | 
the “World's | 
the international | 
the Post Office. | 


“Pens bought in the first year of manufacture still in 


ndled by the Post Office? 








LOOSE LEAVES 



















We asked” the question: “How old is your Wat&rman’s?” and 
thousands of grateful owners took the trouble to answer it. Of these- 


34 claimed BAME 














and on. There is no limi 


They have lasted 50 years; they may well last 50 years 1 
THE PEN OF PROVED PERFORMA 












For those | 





“Jubilee Year” Pen with the Tip-Fill Feed, 27 [6 & 32/6 — 
_er-- Waterman’s “Gecd Cempanions” Set (Pen, Pencil and Ink) in 
smart, coloured Presentation cage, 30/«. . | 


Other] Waterman. revels from 10/6. Empire made, Cf Stationers, Jewellers and Stores. 


L. G. SLOAN, Ltd; The Pen Corner, Kingsway, London, W.C.2. : 





ANY PRINTING | — 
ANY RULING MELE 
QUANTITY g J 

OR: SIZE 















P Tee 


: envelope.” 


absolutely secure and 





T a tml —7 — — 
= 
y 
. 


E F 





’ 
k —— | 
BUSINESS for DECEMBER, 1934 











. 

ANOTHER CaTALOGUE in sore distress, on account 
of poorly printed illustrgtions. Not the printer's 
fault. Buésomebody had blundered. Probably, 
because the catalogue ran into some hundred 
pages, with three-colour half-tones predomina- 
ting and large size black-and-white tone illustra 
tions gn the balance of the pages, some responsi- 
ble executive bad mooted the idea of trying out 
cheap engraving. A typical instance of the folly 
of Mt Ririeg the most efficient craftsmen for the 
job. @ Get to know Nickeloid, leaders among® 
the master-craftsmen of process-engraving 
Nickeloid representatives are at the service ot 

in most areas of Great Britain and 
Ireland. @ The Nickeloid Electrotype Co., Ltd., 

Printer Street, London, E.C.4. 


WRITE FOR FOLDER, “ARCHITECTURE” 


Niekeloid 


CREATIVE PHOTOGRAPHERS & BLOCKMAKERS 
P424 












sses] MORE 
0 DISPUTES 
ON PAY DAY 


houses are eliminating un- 


USINESS ho dio 
opery w isputes by employin 
ANCASTER’ S NEW PAY 
WALLETS—the really efficient y 
Employees can check i 
are their notes, without 
Ti and Se e the wallet. 
In case of a mis-count, wages can be easily 
check@d without opening, the sealing being 
permitting of wages 
being made up and sent any distance with- 
out risk. 


Yet LANCASTER pay wallets are with 
practice speegier than the ordinary trans- 
aaja envelope because notes need not 


‘Free sample Wallets 
and Prices oy request. 


LANCASTER BROS. & CO. 
Cash Bag and Envelope Specialists 
Shadwell Street , , h 
Birmingham 4 





capital of twenty-five pounds seems 

in these days very small to found 

a flourishing business, but this 
article shows how it has been done by 
judicious expenditure, feminine intui- 
tion, and flair for seeing and using 
opportunities. 

Two years ago, in the midst of the 
trade slump, a typist who had ability 
far above the average, determined to 
make for herself a career other than 
the normal one open to her—that as 
secretary to some prominent business 
man. To a large extent this determina- 
tion was forced on her, and she made 
her plans and put them into operation 
with commendable promptness. 


It Started on a Capital 
of £25 


The goodwill of a small typewriting 
office was obtainable for something less 
than twenty-five pounds. After exam- 
ining the proposition, this lady decided 
to buy it, for there were prospects of 
expansion, and there was also a chance 
to put into practice several theories 
which had been formed during exten- 
sive service as the private secretary to 
a business man. 

The little money which remained 
after the purchase was sufficient to pay 
one week's expenses for the small office 
and the single assistant. 

How that week was passed, and the 
next few weeks, she will not®*tell any- 
one. . ° 

It was necessary to be cogŝtantly gn 
the watch for new business, for even 
when an order was in the office, the 
young concern was living a desperately 
Hfiind-to-mouth existence. 

An international exhibition was due 
to be held in London, and this lady 
immediately engaged a small stand at 
the exhibition. When the doors were 
opened visitors were intrigued fo see % 


RISE 


* in 18 months 





This is, or rather was, a 
very small business. Miss 
E. Elkan, with office mach- 
inery plus keen business 
instinct and boundless 
energy, built iteup into a 
flourishing concern 





stand the occupant of which advertised 


herself as ‘‘the secretary on the spot”, 
to whom dictation and instruction could 
be taken in English, French and Ger- 
man. The service was used extensively 
by the visitors, many of whom were 
foreign business men. 


Made a Profit Out of 
this Exhibition 


At the end of the exhibition the stand 
had paid for itself, and there was a 
small but welcome profit. 

During the course of the exhibition 
a foreign business man said to Miss 
Elkan: “I shall beðin Londom for an- 
other week, and I have no business 
accommodation for that*time; I cannot 
very wgll take an office for a week only, 
and engage a typist. What do you sug- 
gest?” The prompt reply was: ‘Use 
my office, and use me and my assistant 
as your staff.” The matter was 
arranged, and at ghe end of the week 
the business man reTurned®to his own 
country well satisfied with the services 
which he had received. i 

Back in his own country, he recom- 
mended to friends the service in Lon- 
don, and very soon the little type- 
writing office was extending its hospi- 
tality to a large number of visiting busi- 
ness men. 

This was the beginning of the com- 
plete secretarial service. Many of the 
visiting business men wanted private 
letter headings and other office station- 
ery, and asked their temporary secre- 
tary to attend to it. Here was another 
opening. The letter headings were not 
wanted in large quantities; many differ- 
ent designs were desired; the cost of 
ordinary printing was necessarily high. 
Why ‘hot do the printing in the office? 

An office printing machine gvas there- 
fore purchased on the instalment plan, 
and to those using the secretarial ser- 
vice a personal stationery service wag 
offered. 

By thi# time the finances of the con- 
cern were in a sound condition, and 
the negessary expansions were under- 





— ‘rooms ‘were hes te fpi 






al y made as attractive’ as 


“Next a ‘mailing campaign was andai 
-taken to make the service widely known 
not only to foreign business men, but 
‘to provincial business men visiting Lon- 
don for long or short periods. Here, of 
course, the office printing machine 
proved itself to be of great use. 
The indoor staff which at this time 
numbered four people was adequate at 
the moment, so a traveller was engaged, 


< and sent out to take the personal mes- 


sage of the offer tq prospective clients, 
and. to those people who had been 
already approached through the post. 
He was singularly successful, and even 
with the increased office accommoda- 
tion the staff was overworked. 

With this proof that the service was 
Alling a real need, the decision to ex- 
co pand still further was taken. 

Six new members. of the staff were 

scial qualifications were 
es which no mem- 
talif possessed. It 
now posable to work not only in 















— English, French = | German, but in 


This meant 





3 agu: iage. 


any — ees for oe quick 
ice forms were available. 
d no need for an office 


— $ 


The Books, SmTH—>” 


es, there’s a lot outstanding, sir, 
but collections are the devil just 
now. ... 

You know thg difficulty, suppliers 
pressing for settlement, and an annoy- 
ingly big amount of your own good 
money due in but you can’t just get 

a real hold of it. 

Here’s a set of novel “account 
reminders’, small adhesive ‘‘stickers’’ 
for attaching to invoices, statements 

_ and letters you send out. They are 
Just enough out of the ordinary to 
-attract attention but not of a nature to 

knock your customer off his dignity. In 


packets of 550 (50 of each) they are 
-= quite cheap. 
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Cartons hetter than 
paper and string 


n a store which sold a great, many 

| gooda of only a limited variety and 

r management dispensed with 
ae tbe — of paper and string on the 
`- counters. Instead, they provided the 
istants with cheap, light cartons 
needed sealing only at one end 








ction more, but it saved enor- 





possible office furniture, l 





First Follow Up 







3rd. and Final Applications 





„sèf ice 4 5 
Conse: jaently, this side of the 
grew until it became more extensive 
than the secretarial side. 

The secretarial service was, just about 
this time, brought once more into a | 
position of equal importance with the 
office printing side when a chance pre- 
sented itself to do all the secretarial and 
appeal work fora large well-sponsored | 
charity. “The printing machine was 
called on to do all the work in- con- 
nection with it, and naturally, the load | 
of the office stationery and the letters, | 
brochures, and other forms in connec- 
tion with the charity was more than it 
could carry. 

Further expansions were necessary; a 
factory was needed to house new print- | 
ing machines and other allied machines 
for the preparation of stationery. Still 
further increases in staff had to be 
made, and the permanent service of a 
qualified lay-out artist had bec®me 
absolutely necessary. - 

“These expansions necessitated. the use . 
of more capital than was ‘possible, even 
in the present healthy state of the con- | 
cern, so a limited company was formed, 
with Miss Elkan as managing director, 
and the head of a firm for which a large 
amount of secretarial business had been | 
undertaken as a co-director. 

The turnover had increased 6o0% in | 
a year and a half, and there were now | 
sixteen members of the office staff | 
alone, apart from the small factory 
staff. 








+ 





(¥ellow) 


SAE —7 
Joke 






(Red) 





For Orders 
(Mauve) 
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THOUSANDS of atei 
workers who are members | 
of the Ideal Benefit — i : 
testify to the coe, 
Soundness and Security of 
its principles. a 


HUNDREDS of Bisinedcand To 
Professional Men who are | _ 
also members bear similar | 
testimony, which rightly | — 

* carries much weight. | 


DOZENS of satisfied Eme Po 
ployers of Labour know - 
they have done the, ; 
possible thing f 
workpeople by 
a Sickness and 
Scheme through the 


BUT | 

they don’t all ri 
this great Org: 
manifold activit! 
that they can be 
against almost eve 
contingency by one o 
of its de artments. 





























hee inert of 1 
F to provide for § 
age e and Death, there 
fo — l 





(Life and Endowment Assurance 
with good Bonuses, Mortgage | 
Assurance Scheme.) 


IDEAL BANK, LTD. | = 
(Savings made sieaple good 
Interest Rate.) 

IDEAL FIRE & GENERAL INS 


ez 


(Fire and all classes of insurance. | 
business transacted’ at com- 
pores rates.) 


NATIONAL HEALTH 


(Give additional benefits of 
incomparabletvalue.) 


A Posteard addressed — 
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For results that are—. 
AUTOMATICALLY 


ACCURATE 











All calculations required in 
modern business can be done 
by Marchant Machines with a 
saving of 25% to 40% in time 
and cost. 


Anf results are automatically 
accurate because all the 
operator's attention can be 
iven to feeding the correct 
gures into the machine. 
—*— fatigue is a thing 
the past. 
Invoice, costs, percentages, 
pro-ratings—Marchant does 
them all, and more. Send 
for full particulars to-day. 


160% 






MARCHANT 


CALCULATING 
MACHINES 


x FULLY AUTOMATIC 
x SEMI-AUTOMATIC . 


x HAND KEYBOARD & 
ROTARY MODELS 


ELECTRIC OR HAND OPERATED 


L C SMITH & CORONA TYPEWRITERS Ltd. 
MARCHANT DIVISION 


MELBOURNE HOUSE, Aldwych, London, W.C.2. 
North John Street. 


LIVERPOOL : Central Buildings, 
R : Cromford 


Temple Bar 2531 
Telephone No. : Bank 4657 


House, Market Street. Telephone No. : Blackfriars 6268 


MANCHESTER : 
BIRMINGHAM : 39 Cannon Stree 


when every 


e 
additional 


right too. 
+ 


t hasn't come 
sulting Room 


security 
Cabinets give. 


The size is right (3° x 18" 12"); the 
material is right (20 gauge British Steel) ; 
the lock is right (6-lever 
one is different), and at 


, Study, Surgery and Con- 
contains a Utility Safe 
Cabinet, But it is just as inevitable. There 
will come a time when that will be che 
case, but not just yet. 


We fail to see why this is, because certainly 
ne owes it to himself to have that 


Telephone No, : Midland 3344 


35/- 


Cash witlfOrder. 
. 


Pee O ss « 


Neither has che time 





that Utility Safe 


CARRIAGE, ETC. 


FREE. 


ubb, and every 
[- the price is 


* Send jor a leaflet now, 
and learn more about them. 


The UTILITY STEEL CABINET CO. phone: 
a Dept. ¥)s Yarborough Road, Lincoln 477 


Enamelled in 
Olive Green, O 
Mahogany, Walnut. 

oe 
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lf It’s Possible 
(It’s PROFITABLE 
To Do It By Machine 


(Continued from page 30) 


enabling simultaneous figuring of total 
amount, discount and net figures when 
checking invoices. 


Posting Ledger Accounts by 
Duplicator 


By far the most novel process noted 
was the posting of ledger accgunts by the 
special duplicating nfachine. 

The first stage is the writing up of the 
Purchase Journal on a typewriter having 
two adding attachments, one each for the 
debit and credit columns. 

The duplicating machine employs a 
“‘master’’ copy of special paper, glazed 
one side, upon which the information to 
be reproduced is typed. At the back is 
abel a hectograph carbon, carbon side 
next the back of the sheet, the result 
being a ‘‘master’’ in the form of a reversed 
positive. 

The Purchase Journal sheet is there- 
fore a master sheet so that the informa- 
tion recorded may be reproduced for 
posting the ledger cards. 

A preliminary cast on the adding 
machine from the invoices to give a tally 
roll grand total for control purposes is 
made, then the operator posts each item 
to the Journal sheet: Description, Date, 
Name and Invoice number, then the debit 
and credit entries. 

As each entry in the debit and credit 
columns is made, the adding attachments 
throw up corresponding new totals. A 
glance by the ——— enables her to see 
that identical figures have been fecorded. 
At the finish of each sectign of materials, 
the total is transferred from the adding 
attachmgerf to the control card and the 
total of all control card figures at the 
end of the posting will, of course, be 
agreed with the grand total control figure 
already established. 

The Purchase Journal ‘‘master’’ sheet 


is then transferred® @ the duplicating 
machine. It is placed head of the sheet to 
the left. The material ledger card is 


fed into the machine opposite a guide, 
which, working on an escapement, tra- 
verses the front of the machine a step at 
a time as each posting is made. The card 
passes through and is moistened in the 
process to take an impression from the 
‘‘master’’ sheet: only the required line is 
duplicated. The figures appear, of course, 
in the debit column only. The personal 
account card is also passed through to 
receive the record of the credit entry. 
Each card is then carried clear of the 
machine by an endless band ready to 
return to the tray. 

It is here that the importance of record- 
ing the name appears, for it is then 
possible to see at a glance that the correct 
card has been selected. 

When all cards have been posted, the 
latest entries are cast and should repro- 
duce the grand total figure offce again. 


The Accounting, of course is 
fully mechanized 


In this®lightning survey of what is 
undoubtedly one of the most scientifically 
mechanized organizations in the country 
space #recludes more than the briefest 
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AT ONE WRITING 


. 

a J 
descriptions. Two different types of 
machines are used for ledger posting. The 
first combines a full adding keyboard with 
a standard typewriter, giving unlimited 
description and visibility of work through- 
out. 

On this machine Sales Ledgers and 
Statements are posted and prepared simul- 
taneously, the Ledger being an exact copy 
of the customer's statement. A Journal 
is also produced with the Statement and 
Ledger, the Journal containing full partic- 
ulars, relating to every posting made. 

Totals of debits and credits are auto- 
matically accumulated by the machine, 
and provision is made for complete proof 
of work. 








CHEQUES... CASH BOOK... TOTALS 
... PROTECTION AGAINST FRAUD 


One single operation! Writes all particulars on Cheques — 
or Receipts, all entries in the Cash Book and any other allied 
forms such as Posting and Paying-in slips. | Adds all the * 





With this machine ledger posting, as described 


in this article, is reduced to the automatic sterling columns of the cash book, and gives immediate fotals 

e reproduction of original entries in the Journal of all columns. Protects cheques against alteration because 
sheet. e Errors in posting are rendered i > ; 

impossible of the Pin-Point type which perforate them. - 
_f. oS SS rae 22 
. Think of the saving !—_ —-Consider the accuracy ! 
The accumwlated totals are posted to o 

Controls at the end of each day's postings, EEE I. CET RRS = ES E 
the Control cards giving the@&gtals by Write for full particulars, without obligation, to Dept. 246 
Ledger sections of balances outstanding OC — — — — — 
at any period of the month. An interest- — 


ing feature here is that the customer has 
been brought to the use of code numbers, = 
and by issuing special order pads already â 


i 
numbered aith t® Vratomer’s code num- 


ber, and by addressing statements by 
addressing machine, of which the plates 


carry the code number, continuity and 


correctness are ensured. 
The oth f ti achine i 
me cine wpe accounting machine i | ACCOUNTING MACHINES : 
for posting Export Customers Ledgers. 
A positive and automatic mechanical | REMINGTON AND SMITH PREMIER ACCOUNTING MACHINE DIVISION > 


roof is obtained as soon as the posting ‘ 
completed for the machine adds but | 100 Gracechurch Street, London, E.C.3 — Telephone: MONufhent 3383 
non-prints the old balance picked up from 
the ledger account. After the new entry g 


eee teen a apiet p STAFF DISCIPLINE 


balance. The balance of the account is 

printed by depressing a key, and the 
amount is retained in the machine. is necessary to establish punctuality 
Upon the carriage returning to the proof and to act as a stimulant tê your 
tape journal, first the old balance then employees. The G.B. Portable Signa- 
the item are entered a second time auto- ture Recorder is designed specifically 
matically clearing the machine if the for Staff and Warehouse time checking 
It eliminates personal supervision and 
acts as a strong moral encouragement 


original posting was correctly, made. fe» 

Should an error have been made, the 
to greater efficiency. Send for cata- et 
logue of this agi 30 other models N 


operating bar locks and prevents further 
posting until a correction is made. 
`S 
GLEDHILL-BRÓOK TIME RECORDERS LTD. 
38 Empire Works HUDDERSFIELD 
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- Cheque writing and 
Cash Receipts, 


For this work the typewriter with l l Niles tenet 
neor at heme ae ' GLEDHILL-BROOK OAA 
ee. . 

. P i 


PERFECT PAIR 


A FIRST CLASS 


CALCULATING MACHINE 


“ORIGINAL ODHNER” MODEL 7 


“BARREL TYPE” 


AND 


“+ PLUS +” 


(25 GUINEAS) 


A FIRST CLASS 
ADDING MACHINE 


RAPID ADDING MACHINE 


“KEY DRIVEN TYPE” 


~A COMPLETE MECHANISATION OF YOUR FIGURE 
PROBLEMS FOR 
— 45 GUINEAS — 


Write or phone for demonstration to : 


GILBERT WOOD 


Machines) LTD. 


„(Arithmetical 


LONDON : 
75b Queen Victoria Street, E.C.4 
Telephone: Central 2288/9 
MANCHESTER : 
4 Albert 


Telephone: Blac 5536 


AGENTS IN ALL PRINCIPAL CITIES 





Bg 
"THE V TYNDO FAN 
EXPELS USED AIR 


EASY TO FIX PRICE £5 :5:0 
FURTHER PARTICULARS 
FROM THE 


CRITTALL VENTILATOR 


COMPANY 
(Branch of Richard Crittall & Co., Lid.) 
43 BLOOMSBURY SQUARE, LONDON, W.C.1 





EXECUTIVES 
INSTANTLY 
LOCATED ° 


By Installing COGENT 
LAMP SIGNALS through- 
out BUILDING or STORE 


RED LIGHT— 
Man. Director 


BLUE LIGHT -Sccretery 


YELLOW LIGHT— 
Works Manager 


WHITE— Dept. Buyer 


The "COGENT" STAFF 
LOCATOR is simple to 
operate—Multiple signals 
are transmitted on two 
wires to any number of 
points—Lei us give details, 


COGENT SIGNALS LTD. 
—W KINGSWAY, LONDON, W.C.> y 


& KEY-MEN 

















For Automatic 
Photo Printing 





@ Guaranteed Quality 


@ *. FOX, Ltd. 
14/24 Britannia St. 


nee” tateh a ~ BRITANNIA X 
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⸗ 
book sheet and bank statement for pay- 
ments are prepared simultaneously, thus 
ensuring agreement and accuracy between 
these items. 

Similarly, receipts, bank list and posting 
media for stuffing the personal ledgers are 
prepared daily at the one operation. The 
perforating type faces prevent fraudulent 
alteration. 


Tabulating Machines for a Great 
Variety of Work 


The accounting and tabulating machine 
batteries cover a huge field of statisfical 
work including stock control and costi 
data, which functions provide — 
instances of their application. 

For all incoming items a two-piece 
delivery note is used» of which one part 
goes to the Stores, and the other to the 
Cost Office. From the former, copies are 
provided for the floor, and the tabulation 
department. 

A card is punched to recoré particular 
and all cards are checked by passir 
through a check punch and recapitulati- 
the particulars from the source of inforr 
tion. 

Similarly, outgoings are tabulated 
the Parts (Requisition) Lists so 
daily stock balances can be made by <s 
ing and tabulation, and a perpetual inv 
tory maintained. A constant physi 
check of items selected at random 
carried out so no error in recording o: 
pilferage can take place undetected. 

Every week a full tabulation of stock 
which has not moved is made to ensure 
that capital does not remain locked up 
or floor space occupied unnecessarily. 

Standard prices and costs are —— 
to every item, and all records are t by 
quantity only, the barrel type —— 
machine being used for extension —— 

uired. ° 

he pay-roll system is based on a 47- 
hour week. Each item, manufactured has 
a standard time allocated and th® hours 
represented by each worker’ s output are 
credited to him, the excess*over 47 hours 
representi bonus. If overtime is 
worked, his is paid for at special rates, 
and the bonus hours adjusted accordingly. 

The pay-roll is prepared as to Name, 
Number, and Statutory Deductions on the 
addressing machine. 

Meanwhile Job Ticietg showing Hours, 
Rates, etc., are completed fof each job 
and the bonus hours computed and 
authorized. These are sorted and cast by 
adding-listing machine to total amounts 
payable to each operative. Cards are then 
punched and tabulated on the progressive 
costs sheets to give the total amounts pay- 
able to each worker. 

This brief survey of this company’s 
organization, in so far as mechanized 
methods are concerned, serves again to 
show that machines, properly applied, not 
only save their cost over and over again, 
but open up possibilities of control such 
as cannot fail to ensure prosperity. And 
this is true to a degree, whatever the size 
of the organization. 


CASH REGISTERS 

















6. N. GLEDNILL & SONS, LTU., me . 
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— itien to reorganization by | 7 but Can | your FI LING keep pace ? — r 


the very workers who have told the 
_ Organizer six months later that they 
had never known before what it felt 


like to work under a precise and | HIE ae 
properly adjusted system of manage IN handle, the folders wear badly; letters cannot be found, andso 


In so many. businesses, uniSreunassty, we find it cannot. The — 
System does not work, the files get too full.and awkward — 


















went. This objection to change, just | Jf ; ee A Big a things are annoying to bitsiness executives 8 
_ because it is change, is certainly one of | FF — 
‘the: things we have to reckon with IFFI The Shannon Limited have had forty-eight years’ experience of | ‘fling and a 
— dealing with schemes of co-partnership. | [ff have assisted many hundreds of businesses with their filing problems. We — — 

It is a reality, not to be overcome by |f can supply filing items to suit all purpose and overcome all. trouble. oe 

_ fine. words and sentiments. | ae. cc Mee 

~ In the third place, scientific manage WL AVE FT : EBaKE DEE Cl is — 
th the rules laid down in science for oS 


ing the vatiidity of conclusions. But | Write for descriptive leaflet or ask specially trained representative to call 
to diagnose your filing problem and [put forward suggestions—no cost or 
obligation is involved. 













ledge of these rules in the case of 
‘particular science is a matter of 
. And acquaintance with the 
as body of knowledge which has 
ilt up round any of the different 
of management i$ 
ighly developed pro- 
í That is to say, 
e “spread. of ‘scientific manage- 

decisions ——— to the 





| IMPERIAL HOUSE, 15-19 KINGSWAY, W.c2 


ar points of view, ‘Birmingham, Bristol, Glasgow, Liverpool, Manchester, Newcastle-on-Tyne 

nd. more a process of jand Cairo (Egypt). * 

ar lysing, measuring and] 
be cae oi 







































cision issues as. 
facts, rather than froni 
authority. 
1 place, comes the quite 
question that consultation or 
participati ion by. ‘the workers in higher 
control is only onceivable by means of 
= conferences or committees. TI nfer-. 
ence or committee involves entristing | 
'. activities to men working as, and] E 4 
< = responsible in, groups, rather than tool f a 
individuals. The committee form has 
certain: characterigtigg which impose f E 
very strict Rmita Uons on its utility 
and efficiency. 








One Good Autocrat Better Than Customers are pleased when goods : — 


Any Committee arrive in GUELPH. Casks, for they ff 

~~. A committee’s decisions are always | find them in perfect condition, 
= apt to represent the lowest common | unaffected by the journey. Strength 
factor of morality to be found among | and elasticity are assured by the 
its members. Inertia or indecision | special construction of GUELPH 


before a difficult issue cannot be 
brought home to a committee as to: Casks, and in the 400 sizes there 


am individual. It has been said that | 8 One to meet almost any packing | 
corporations have. neither a soul to be requirement. 
_. Saved nor a body to be kicked, and af acy for a 
committee is a fledgling variety of the 
corporate form. 
These, then, are the four main diffi-| ° s 
culties to which I would direct attegtion 
looking at the theory and practice of | 

-< co-partnersħip from the standpoint of 
z scientific management. i maveice 

ement is increasingly a matter |+ 

+» afid the co-ordination of | 
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SMALL PORTABLE APPARATUS r 
From fielSe. Od, | 

















All Problems of AIR PURGAS | | a. 
DEODORISATION, etc., solved by =| 
* Rens 


OZONAIR APPARATUS | 
VENTEX AIR FILTER 


cleans the air to the point of sterilisation, 
OZONAIR* PURE-AIR | 
—— 


DEPT. ale 


quotation ¥ 
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— g ‘hase tuih moments when 
| you require to “be in ten places at 
‘ once, that is when the DICTOGRAPH 

‘of house telephones will 

ur post helpful, rapid and 
it “assistant.” Naot only then, 
all times this unigue instru- 
owill truly be an asset to your 
zation. 


NTERCOMMUNICATING— 



















3. Hold a Conference 
between several of your depart- 
mental “heads” without anyone 
leaving his department ‘‘leaderless”. 


4. dated their replies aloud 
through a loudspeaker as distinctly 
as if T were standing at your side. 
Hf you wish your replies to be for your 
own ear only, an earpiece is provided. 


5. Retain both hands free 
to write or hold papers whilst you 
talk, or even walk about the room 
or dictate your letters. 


6. Secure right of way 
in a polite manner over other con- 
versations between your depart- 
ments, 


Can you afford to be without such 
conveniences in your business? It 
will cost you nothing to find out. 
We give free demonstrations in your 
HI own premises without charge or 
iii obligation. 



















t through instantly 
epartmental member of ct 
ing a 



















APH TELEPHONES LIMITED 
. Head Office and Works: 


AURELIA ROAD, CROYDON 


London Sales Office: ABBEY HOUSE, WESTMINSTER, S.W.i 
Telephone : VICTORIA 5714 (3 tines) 
BIRMINGHAM, GLASGOW, DUBLIN, 


_ BRANCHES rod, OR OM, MANCHESTER, 
BELFAST, LEEDS, BRISTOL, NEWCASTLE, CORK, Ecc. 


Storer Var it pata A AAA AAAA AEA A A AEREA aM imaan 


question, 


LOST VEHICLE-TIME 
IS LOST MONEY. 


By fitting Servis Re- 
-corders Al these expen- 
sive time leakages can be 
= eliminated. R 


ECORDERS ATD, 





* « è 


ťi å e: 


Over 100,000 Servis Recorders 


give an accurate ba every day to this very important 


"Gere should “the demands. on: tran 
port fleets be quite heavy, the capable 


traffic arrangements so that infringe- 
ment of the Road Traffic Act (Section 
19¢—-Drivers’ Hours) can be avoided. 


legal road speeds cannot be exceeded is 
a useful precaution; but, even in the 
case of ungoverned engines, the fuel- 
saving bonus will produce much the- 
same effect, since drivers will neglect no 
possible chance of,earning*the coveted 
bonus by treating their machines with 
every care and attention. 


During my own investigations of this 
particular phase of the lqrry mainten- 
ance problem, I have observed many 
well-kept and good-looking vehicles, 
bearing the names of famous concerns 
and, on “running them to earth” have 
discovered the almost primitive condi- 
tions under which they are maintained. 


This applies particularly in the 
case of old-established concerns whose 


i original horse stabling has been adapted. 


for garage and workshop accommoda- 
tion. 

It might appear impossible to handle 
the repair and maintenance work of 


pa fleet with such limited workshop 
"T accommodation available. 
| culty, 


This difi- 
bowever, can be obviated by 
calling the vehicles in for attention in 
accordance with a cleverly devizgd over- 
haul rota. 


Under such wogking arraggements, 
ail repair and maintenance operations 
are conducted on the “‘Isittle and often”’ 

g jor the class of user I have 
thinks twice about keeping 
vehicle, and on the second 
decides not to! | 





a spare 
think” 


Similarly, spare units are regarded as 


too expensive luxuries, so the advan- 
tages of reconditioning “vehicles by 
means of unit changes cannot be 
enjoyed. The “Little and often” 
system of overhaul is a real money- 
Saver, 


* Adapted from an article on this subject by the 
author and published in “The Gazette’, the organ 
ef the Associsted Equipment Co., Lid., Southall, 









These ingenious (yet simple) instruments show on a 
chart iS exact TIME any vehicle is WORKING and 
when IDLE, The actual 


charts are 4" and 6" diam,, and 


they are’ very easy to read, The capital cost is only id, 
per day but thé saving is about 58, per day, 


CAN YOU AFFORD TO NEGLECT THIS MONEY SAVING SYSTEM ? 








manager will be able to regulate the _ ; 


The use of engine governors so that = 


















s a risk ‘that representative 
ents in the management of business 
ake it more difficult to achieve 
“flexibility and adaptation to chang- 
ing: circumstances; because they will 
_ weaken the determination necessary {o 
carry reorganization through the periods 
of doubt and discomfort which are the 
iney itable accompaniment of change. 
















olitical Democracy No Reason for 
Share-Control 


@ Tn so-far as tbe demand for a share 
=- in control is-based on the traditions 
and ideas of political democracy, it may 
“fun counter to what I believe is the 
dominant and most healthy tendency in | 
_.. the. present evolution of business | 
=: administration—the tendency a 
: functional. rather than a hierarchical 











) oft anderia kings § in 
thes work, as well as to partici- 
pate in the division of their surplus, is 

. The equipment of 


The entral problem facing 


* 










desire with the 


d -scientific manage-. 


of. edna Tania opens “Still Setter 
chapter of management efficiency. One 
form is for hand, the other for machine 


posting. Both give an instant and com- 
-plete control over outstanding accounts. 








Scheme is different, thou, 
advantages are the same. 
output is much accelerate 
sélection of account car 





virtually oes. 















The Kardex Hand-Posted. Ledger. re- 
duces posting time by 40% GEOR 
for statements are classified at sight. 
Dormant accounts are disclo 
action. Credit and overdue. pos 
hundreds of accounts can he visuvaliz 
in a few minutes. 








ousting old~ 
many busi 
and learn fii 



















KARDEX, 1 Leadenhall — anions E.C. 3. 





oe cC Tel Mon me 
nterested ‘in Bern. The conferences m | Kindly send, without obligation : ee 

ere made as. informal as possible, and O | tù Details of hand posted visible ledgers. ee 

tae i ttle was n m wiened about market- U (b) Details of machine posted vistble ledgers. oe — 
ee plans ahd so on. The managing r | one 
oe diao. who, fortunately, was a keen P | Name.. — — ene | 
-salesman himself, though he could not O Firm — ne — 
= spare the time to concentrate on selling, l Ge N E OENE O oe ETE S AE T 
= mixed among the salesmen, went to N | Attention of: E E — | 

their picnics, went to their dinners, L A J 


-If you return Rikarbon spools and boxes * 
-you receive in exchange up-to-datd office 
apgliances. The Rikarbon typewriter 
‘tibbon enables the typist to produce 
beautiful letters. It is made of a super- 
ric CORRECTLY INKED. 


Write for 24-page explanatory ct 
Quite Free. 









/ROOMS, 


FACTORIES 


“ensures teal —— 
ecurity, economy and 


tage of this special. 


a tes approval for nafs post free. 
p of Looseleaf Books and Office 
vint post free om request. 


N. Ruddock & Sons 
= LINCOLN 
3 Old Jewry, London, E.C.2 


J “Pree Sub. 
JA copy iñ stont 
g the okie. 


result as the 


This: Club Idea 
Worked Well 


It was further decided to develop. q 


somë sort of additional incentive besides 
salary. and commission, similar to that 
which’ obtains in Amgrica called the 
Fifty Club. 

This system provides that if a man 
gets up to a certain quota he becomes 
a member of the Club, and is invited 
to a dinner, and so on. The system 
seems to work well in America, but it 
may mean that you may always have 
only a few members of the staff getting 
these little privileges and dinners, and 
the men who do not receive them lose 
interest. 

A variation was decided upon. Each 
man was set his quota, and it was 
decided that it might be a good plan 
to offer a prize to the man who 
| achieved the greatest increase over his 
| quota. This had very much the same 
Fifty Club scheme; it 
simply meant that one or two men were 
always getting the {5 or guinea prize, 
or whatever was offered. Then a a prize 


| was offered for selling a specific quantity 


of a certain line that was introduced, 
which has worked out fairly well from 


| the point of view of the management, | 


and has been continued, although again 


J it means that one or two of the best 


salesmen are always getting the reward 
and that the poorer or the junior sales- 


. | men have not much chance of obtain- | 
P- 4 ing it. 


4 


This Mail Advertising Did 
Good Work 
Às the company could not afford to 
advertise their products nationally they 
decided to try adv ertising by mail 
They had one line that ‘was of specially 


” | good value, and it was felt that if a 


group of, say, 1,000 retailers was 


circularised about this product they | 


would be interested. 

The circular gave an outline of what 
were the constituent elements of the 
product, and emphasized the possibility 
of quick profit, and the low price in 
comparison with that of competitors. 
Altogether about 1,500 leaflets were 
sent out, and eventually orders were 
booked from 1,200 or 1,300 retailers. 
This direct mail “shot” had the effect 
of paving the way for the salesmen, who 
had not to enter into a long discussion 
of the product, the shopkeeper usually 
remarking: “I want som@ of that 
stuff.”’ : 

— d 
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Note: The above interest- | 


J. & H. -Ti A 
Carlton St., NOTTINGHAM 


Telephone 43568 


The unique green blotting: with 


a big price saving 
M 174x224 


Carriage Paid — 


Send for Sampjes k3 
IT WILL PAY aa 


LANCASTER BROS. & a ) 


Envelope Specialists oh 
Shadwell — B: ngham 


———— 


LINO- BLOCKS 


AT id. PER SQUARE INCH: (Over bok 1% 
Artist-Service at 2d. per square inch. 
ASEW FROUESS for printing ap to — Posters, Bb: 
* Window Bilis Cutouts, Packeta, Ca : 
vias Sia the Ot Gat SRE = on 
spe pay for o, Hine * 
TES aut eee fer Hehe, Hee boe 3 famphe and Th 
grartiouiors rom i 


. P. S., 12 Best Lane, Cant 


ing example of improvement in sales, 
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